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Revolution in office furnishing- 
GE's “Sierra’ package 


This beautifully furnished private office can be 
yours complete, for less than the cost of a lower priced car 


Put yourself in this handsome office . . . 
the GF “Sierra’’. It’s ready for you to- 
day. It’s just as you see it here. .. a har- 
monious ensemble of 13 pieces of modern, 
colorful GF metal office furniture. 


Never before has an executive or pro- 
fessional man been offered a complete 
private office reflecting such a satisfy- 
ing combination of beauty, good taste, 
efficiency and reasonable cost. 


Desk and console are the famous GF 
Mode-Maker in Manila Tan. Their 
Textolite tops last a lifetime, never chip- 
ping, scratching or staining. The desk 
swivel chair is a Goodform Comfort 


Master Deluxe. It adjusts to your indi- 
vidual need for maximum working com- 
fort. All chairs, including the sectional 
lounge, and table and desk trim are of 
color-anodized aluminum. Its rich 
bronze-gold finish is not just painted 
metal ... GF’s anodized color actually 
goes deep into the light, sturdy alumi- 
num. Chairs are cushioned with luxur- 
ious foam rubber, richly upholstered in 
beautiful, long-wearing fabrics. 


This GF “Sierra” not only costs less 
than a new automobile; it will last for 
a business lifetime. Its classic lines will 
keep it a showpiece through the years. 


Good metal business furniture is @ good investment 


(Cirele 108 for more information) 


See the “Sierra” package office for 
yourself! For more information, includ- 
ing specifications and the address of our 
showroom nearest you, where you can 
see this office completely set up, write 
today to The General Fireproofing Co., 
Dept. M-32 Youngstown 1, Ohio. 
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FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS « GOODFORM 
ALUMINUM CHAIRS « SUPER-FILER 
MECHANIZED FILING EQUIPMENT e« 
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Policy re manuscripts: The object of Manage- 
ment METHODS is to offer ‘practical solutions to 
management's problems."' For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at ali levels of management. 

Most articles employ case histories. An article 
may be based on a single cose history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 

We endeavor to return all manuscripts. However, 
we assume no responsibility for material not spe- 
cially requested by us. 
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For the second time in three years, 
MANAGEMENT METHODS has 
been privileged to win 


the recognition of an award 


for “outstanding graphic presentation” 
in the Annual Industrial Marketing 
Editorial Competition. 
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Susie. 
you're a wonder! 


Actually, it’s the Todd Form-Master that makes 


it possible for Susie or any of your employees to 
handle all three jobs in a normal working day, 
without overwork or overtime. 

With the Todd Form-Master, anyone can pre- 
pare three records at one time for three separate 
bookkeeping procedures—payroll, receivables 
and payables. 

If you want to keep down operating costs and 
build up profits, investigate the time-saving, 
money-saving features of the Todd Form-Master. 


Mail the coupon now. 


Peres SS ee ee ee ee ee ee = |” 


THE TODD COMPANY, Inc., Dept. MM N N 

Rochester 3, N. Y. Gare / j 
Please have your representative phone me to discuss 

ways in which Form-Master can help me cut operating 


costs 





Name of firm 





COMPANY, INC. 
City Zone Strate 
Todd " 
Telephone noise’ giccaniiaat « 
ROCHESTER NEW YORK 
By : sin SALES OFFICES IN PRINCIPAL CITIES 
MM.7-54 
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Proposed bill seeks to remove tax inequities 





AUTHOR: N. R. Caine, editor 
holds a C.P.A. 


THE 
Pointers,” 


vania and California. He is a senior partner in the firm bearing his name. 


certificate 


of the widely syndicated column, ‘Tax 


in New 


York, New Jersey, Pennsyl 











sll eae ITE 


of last month’s column did not allow 


space limitation 
any more than a sampling of a few 
of the vital changes that the new 875 
page Internal Revenue Code proposes 
the 
The last column noted in particula 
Code: 


provisions 


to make in tax structure. 


two aspects of the proposed 
(1) its “loophole closing” 
and (2) the combination of provisions 
favor certain “activi 


which taxpayer 


ties” and “loophole-closing” measures 
which were directed towards one area 
or rule of law. 

The 
are incorporated in this proposed Bill 


our present tax 


tax changes, however, which 
are not confined to closing “loopholes” 
the key 
notes is “to remove inequities” in the 


in the existent law; one of 


present law. An outstanding example 


of this ‘“‘curative” process is to be 


the Bill 
content of 


found in the changes that 


proposes to make in the 
the special rules which apply to char 
itable contributions. 

Both 


taxpayers 


corporations and individual 


are allowed to claim an 


income tax deduction for their con 


tributions to organized charitable, 


educational and scientific organiza- 
tions and other entities. In both cases, 
the amount of the deduction is limited 
percentages of the 


In the case of cor- 


to specific tax- 
payer’s “income.” 
porations, the deduction is limited to 
5%, of the corporate “‘net income’”’; in 
the case of individual taxpayers, the 
deduction is limited to 20% of the 
taxpayer’s “adjusted gross income.” 
The Income Tax Regulations rec 
ognize that the contributions that a 
corporation makes to certain char- 
itable organizations may partake more 
characteristics 
The 
Regulations state, in substance, that 


of “business expense” 


than “‘eleemosynary’ purposes. 


a contribution to a charitable organiza- 


tion may be deducted as an “ordinary 
and necessary” business expense in any 


case in which the charity is to rende 
a service to the corporation which is 
amount. ol 


the 


commensurate with the 


the contribution. Ino such cases, 
amount which is given to the charity 
is not subject to the 5°) limitation 


since it is deductible as an “ordinary 


and necessary” business expense, For 


example, the 5°), “charity deduction” 
limitations would not apply to a pay 
ment by a corporation to a hospital in 
consideration of the latter's binding 
obligation to provide medical treat 
ment for the corporate employees. 
Phe advantages to the corporation 
are manifold: By treating such deduc 
tions as “business expenses,” the con 
poration minimizes the hazard, first, 
of falling afoul of any local legislative 
prohibition or limitation of charitable 
contributions by the corporation and, 
secondly, of criticism or legal action by 
economy-minded stockholders. 
Furthermore, there is preserved in 
tact full 


contributions for 


the measure of deductible 


such causes which 
cannot be considered as affected with a 
“business purpose.” 


The Bill of 
to make rule 


1954 


and. its 


Revenue proposes 


this same com 


parable advantages available to in 


dividuals who conduct a business in 


proprietorship, partnership o1 othe 


forms. The legislators were moved to 
incorporate this change in the law be 
cause of their desire to equalize the 


and in 


treatment of corporations 


dividuals in this income tax context. 


One of the most interesting aspects 
Bill 
that it 


of the is the number of “relief” 


measures makes available to 
various Classes of taxpayers. 
One 


taxpayel to 


permits a 
that he 
theft o1 


“relief” provision 


the losses 


the 


claim 
sustains as the result of 
embezzlement of his property in the 


the loss. 


year in which he discovers 
The present rule states in general that 


a taxpayer may claim these losses only 


methods 





in the year in which the theft or em- 
bezzlement occurred. Inasmuch as 
there may be a lag of many years be- 
tween the actual theft and its dis- 
covery this may result in complete 
loss of the deduction. The provision 
is designed to correct this inequity. 
\nother “curative” provision — re 
lates to the “carry-forward” and 
“carry-back” of net operating losses. 
Under present law, the “carry-back” 
of such losses is limited to one year; 
the ‘“carry-forward,” to five years. The 





An important personal tax relief: 

One relief measure helps working 
widows, widowers, divorced and legally 
separated persons who must of necessity 
incur expenses for the care of a child 
while they are at work. A working 
mother whose husband is incapacitated 
is likewise entitled to its benefits. 

The provision will permit these tax- 
payers to claim the actual expenses of 
caring for their child while they are at 
work as an income tax deduction. The 
expenses must be incurred for the pur- 
pose of permitting the taxpayer to 
follow a gaintul employment and_ the 
Bill limits the total exemption of the 
“child-care” expense to $600. 

Other limitations are as follows: 

1. The child in respect of whom the 
“child-care” expenses are Claimed must 
be below the age of 10 (or 16 if the 
child is physically or mentally unable 
to attend a regular school). 

2. The taxpayer may not deduct any 
portion of his (or her) child-care ex- 
penses that he pays to an individual 
whom he claims as a dependent. 

3. The taxpayer who claims the “child 
care” expense deduction may not em- 
ploy the optional standard deduction in 
computing his income tax. If he claims 
the “child-care” deduction, he must 
itemize his other deductions. 





The Case of the Bothersome Coupons —The coupon book 
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legislators were motivated to propose 
this change by their desire “to improve 
the equity of the tax system as_ be- 
tween businesses with fluctuating in 
come and those with comparatively 
stable incomes.” 

These and the multitude of othe 
changes which are incorporated in the 
proposed tax act of 1954 emphasize 
that there is hardly a taxpayer—indi 
vidual or corporate —in the country 
who will not be affected in one way 
or another by the provisions of the 
proposed Revenue Bill. m/m 
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Savings and Gains: The continuous feature of the Moore 
forms gave the company low-cost, efficient operation with 
IBM tabulators. Machine printing eliminates transcribing 
errors. There’s less paying of wrong amounts; quarterly re- 
mittances are picking up. Staffwise, 2000 hours of clerical 
time have been released for other duties. Improvements like 
this are not unusual with Moore representatives, who make 





(Advertisement 


An ‘employee’ not on the payroll 


helped this company save 2000 man-hours 


Subscribers didn’t notice the Regulations, which were on the 
back. It took too many hours to handle the workload. Be- 
cause the book was poorly organized, payments were made 
wrong, time and again. Both the company and many sub- 
scribers favored quarterly payments, but the page arrange- 
ment didn’t suggest it, or encourage it. People didn’t bother. 






A FRESH VIEWPOINT WAS NEEDED TO STRAIGHTEN OUT A 
SYSTEM SNAG AND THE MAN FROM THE MOORE ORGANI- 
ZATION DID SUCH A GOOD JOB HELPING HE PRACTICALLY 
WON THE TITLE OF AN ‘EMPLOYEE’ NOT ON THE PAYROLL 





a medical insurance company used to collect 
premiums was complicated. It used a page for 
each monthly payment. Information had to be 
written all over again, by hand, on each page. 
The amount due wasn’t shown on the coupons. 





The back | 
of Part 1 
lists banks 


where payment 


Part 1 is the cover sheet 


Information types through to the 4 copies 
underneath. Instructions are visible. 




















Became 
Automatic 


Subscriber’s name Classification code 
Address Amount due 


can be made. 

It also has a 

- 7 section called 
ee 


YOUR RECORD where 
the subscriber can 
list his payments as 
he makes them. 


5-part Coupon Booklet 
Moore Fanfold 


continuous interleaved 
marginal punched 





. ‘ Instructions for use, easy to read 
Part 2 is perforated, 
forming 3 vouchers 


Perforated here 





The beauty of the new system 
is that all information required for a year’s 
operation is put on all copies with one typing. 
Window envelopes are now possible, saving 
another writing. A billing 


system that’s completely 
automatic. 
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Parts 3,4 and 5 are the same 


giving 9 additional coupons in groups of 3. 

















This takes care of payments 
for the whole year. Paying 
quarterly is becoming more 
of a habit with many sub- 
scribers—a real boon. 
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Three separate vouchers 


Each of the vouchers covers a month. Three | J—~ y . \ \! 
on a page points to the convenience of pay- . 
ing 3 months at a time. 


helpful suggestions like ‘employees’ not on the payroll. 
Sometime you might ask the Moore man to drop in and talk 
over how he might help your company improve efficiency. 
Meanwhile, let Moore send you samples of improvement in 
your field, with no obligation. Drop a note to Moore Busi- 
ness Forms at Niagara Falls, New York; Denton, Texas; or 
Emeryville, California. 


(Circle 116 for more information) 
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THE REYNOLDS & REYNOLDS COMPANY 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 


OF F 
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by Leslie M. Slote 
Ass't. to the Pres., Ketay Mfg. Corp. 
Management and Labor Relations Consultant 


juestions 


“Although our Union hasn't 
brought it up yet, we are somewhat 
concerned about the guaranteed an- 
nual wage. Can you explain what it 
is, how it operates and its implica- 
tions as far as business is con- 

999 
cerned: 


jiagnosis: 


In its broadest form, it is construed 
to mean that an employer guarantecs 
52 full weeks of work, or pay, per yea 
for all his employees. 

Phere are approximately 200 guaran 
teed annual wage plans in operation 
today, covering some 65,000 employees. 
Almost two-thirds of these plans guat 
antee full-time hours of work (o1 pay) 
for an entire year, while the balance 
varies anywhere from annual coverage 
at less than full pay down to a period 
of three months’ guarantee at less than 
full-time hours per week. Although a 
few plans were initiated by manage 
ment, the greater majority were nego- 
tiated and are now incorporated in col 
lective bargaining agreements. Most 
plans do not cover all employees, but 
apply to selected groups based upon 
length of service. 

For example, the Procter and Gam- 
ble plan, established by management 
over 25 years ago, is controlled by the 
company and is subject to their modt- 
fication or cancellation. It guarantees 
18 weeks of work to employees with 
over two years of service and can re- 
duce the work week guarantee by 25°, 
of the regular hours worked. 

The Hormel plan was started by the 
company and is now part of the union 
contract. It guarantees at least 38 
hours of work or pay per week for an 
entire year, but eliminates all overtime 
premium pay for any time worked up 


to 10 hours per day or 53 hours pet 


methods 


week. This saving in premium pay 
helps to finance the plan. 

Still another plan in effect at the 
Nunn-Bush Shoe Company guarantees 
52 weeks of work or pay to a qualified 
group of workers. The number of 
working hours per week covered in the 
plan is not guaranteed and can vary, 
depending upon the gross sales and 
earnings of the company. 

The “guaranteed annual wage” is 
fast becoming a popular union slogan 
in certain industries (steel, for ex- 
ample) because it represents to the 
union membership another step for- 
ward in their search for job security. 
This trend is hotly disputed by indus- 
iry, although both management and 
labor want stabilization of employment 
at a high level and realize in common 
that this is one of the major problems 
facing our economic structure. The 
question is rather one of how to estab- 
lish security through steady employ- 
ment and steady earnings. In the eyes 
of the union, attainment of such a goal 
through the guaranteed annual wage 
means regular, guaranteed earnings for 
the worker, resulting in more stabilized 
mass purchasing power, which in their 
opinion will solve the problem of the 
boom-bust cycle and even prevent in- 
termittent recessions. 

Management circles, on the other 
hand, feel that the stabilized employ- 
ment cannot be ordained by contrac- 
tual agreement, but must first be- pre- 
ceded by long-range planning to sta- 
bilize the following: product or service 
demand, sales, production and _ finally 
employment. Management feels that it 
would be too great a financial risk for 
most companies, or even outright eco- 
nomic suicide, to guarantee wages and 
then try to force this chain reaction to 
work in reverse. The Hormel Company 
frankly stated that their guaranteed 
wage plan depended upon the com- 
pany’s ability to manage successfully 
enough to keep workers actually and 
profitably employed, because cashing 
in all the assets of the company could 
only redeem a ten months’ guarantee. 


Ihe unions are quick to point out 
that such collective bargaining fringe 
benefits as medical coverage, pro-rata 
vacation pay, welfare funds and pen 
sion plans were deemed utterly fan- 
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costs 
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A “storehouse”’ of information, this rapidly spinning 
cylinder is known as a magnetic drum. It is the vital 
unit of one of the latest cost-cutting electronic devel- 
opments for business . . . IBM’s “650.”’ 

In less than ninety seconds, a businessman can 
“‘fire’’ onto its surface as many as 20,000 figures—all 
of them important to his business. The machine then 
can refer to these figures, replace or erase them in a 
tiny fraction of a second. 

The ‘650’ is an electronic file for business data 
that also does its own file searching and processing 
of the data, including the most complex calculations, 
at tremendous speeds. 

By eliminating the need for so many paper records 
and by consolidating accounting routines, the “‘650’’ 
reverses the trend to increasing paperwork in busi- 
ness. It increases the automatic production of bills, 
statements, notices, checks, payrolls, reports, analyses 
and other accounting information. The result: 
LOWER business costs. 





IBM World’s Leading Producer of 
= Electronic Accounting Machines 








INTERNATIONAL BUSINESS MACHINES e 590 MADISON AVENUE e NEW YORK 22, N.Y. 
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tastic and impossible less than a gen- 
eration ago—yet today these clauses are 
commonplace. Walter Reuther of the 
United Auto Workers states that “the 
guaranteed annual wage is on the way 
. . the only choice remaining to man- 
agement ... (is) not whether we will 
get (it), but how we will get it.” Other 
unions are equally outspoken and 
adamant in expressing this philosophy. 
Management, of course, realizes that 
the mere forcible expression of such 
plans does not necessarily make them 
inevitable and feels that the guaranteed 
annual wage bv itself cannot cure the 
economic ills of unemployment and 
recessions. Some economists firmly be- 
lieve that the adoption of such plans 
would require a change in our free 
competitive system approaching a plan- 
ned economy because they feel that 
stabilization of employment is beyond 
the control of individual companies 
and is nation-wide in scope. The small 
and limited number of existing plans 
can offer few positive conclusions as to 
the accuracy of these predictions. 
Although the union drive for the 
guaranteed annual wage will continue 
in selected industries, the trend at pres- 
ent is towards contracts calling for 
supplemental unemployment compen- 
sation, to be company-financed and 
based upon actual employee hours 
worked. Once such clause is granted, 
it is quite impossible to retract; it sets 
a precedent by opening the door to 
further concessions when the next con- 
tract is negotiated. While such unem- 
ployment compensation plans vary in 
content, they at least have the doubtful 
merit of limiting the employer's finan- 
cial liability to the amount of money 
in the fund. The next step is obvious 
—it’s a small jump from an unem- 
ployment to a yearly wage fund. m/m 


“worth 


All bosses are unpopular: ‘The ClO 
office union which services Walte1 
Reuther’s UAW-CIO office in Detroit 
cast their votes against him in the 
balloting for a new CIO president. 
The CIO office union which services 
Allan Haywood's office voted against 


Haywood in the same election. 


repeating" 
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Medical check-ups for businessmen can reverse 


an alarming decline in life expectancy 


Do executives 


die young? 


eum tf vou are a business- 
man, you can safely bet that virtually 
any male non-executive you may 
choose at random will live at least six 
more years than you. 

The odds are stacked against the 
businessman despite the remarkable 
strides of medicine in the last 100 years. 
So it’s pertinent to ask, “Why must to- 
day’s businessman have a shorter life 
expectancy than both his contempo- 
raries and his counterpart of a cen- 
tury ago?” The familiar picture of re- 
lentless self-drive offers one clue. Over- 
worry, under-relaxation and the con- 
stant stress of making important de- 
cisions all tend to overwork the adrenal 
glands, resulting in hypertension and 
wearing down the heart and the cir- 
culatory system. 

More than half the businessmen who 
die this vear will be victims of heart 
disease; cancer and ulcers will plague 


THE NON-EXECUTIVE WILL LIVE LONGER 
THAN YOU 
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others. The list of catastrophic dis- 
eases is long. Science has the tech- 
niques to reverse the trend, but it is 
up to the businessman to avail himself 
of these advances. 

Most diseases are minor matters to 
begin with—curable, correctable, con- 
trollable. They kill only if they go un- 
detected long enough. Detected early, 
they seldom even interfere with a man’s 
job. It stands to reason that all execu- 
tives should insist on regular medical 
checkups not only for themselves, but 
for their associates, both for their own 
sakes and for the sake of their com- 
panies. Unfortunately, they don’t. 

Since World War II, there has been 
a tremendous spurt in company-spon- 
sored physical examination systems for 
key men. But adoption of such a sys- 
tem is an executive decision itself and 
the executive characteristic of | self- 
drive often seems to carry with it a 
streak of self-deprecation and an ele- 
ment of procrastination that would 
never interfere with a purely business 
action. The common excuse is always, 
“IT don’t have the time now!” 

Edward R. Stettinius, Jr., in his thir- 
ties a General Motors Vice President 
and U. S. Steel Board Chairman, later 
became the Secretary of State. At 46, 
he took a long look at some of his over- 
worked colleagues and sparked the es- 
tablishment of a superb medical clinic 
White Sulphur 
Springs. Unless there was some “fun” 


for executives at 


connected with it, he felt many of 





have to 


them wouldn’t take the time to get 
themselves examined until it was too 
late. Two years after the opening of 
his Greenbrier Clinic (which he him- 
self was too busy and much too healthy 
to consult), Stettinius died suddenly at 
the age of 49. 

Checkups do turn up ailments (2,011 
out of 2,178 persons examined at one 
clinic, 888 out of 1,000 at another) 
but these are almost invariably con- 
trollable and are very seldom the ones 
that kill or incapacitate. It’s the ail- 
ment that you don’t know about which 
may kill you! 

But if the executive owes it to him- 
self to submit to thorough medical 
examinations regularly, the company 
also owes it to itself to see that its key 
personnel have the opportunity auto- 
matically. A man who assumes he is in 
good health, but really isn’t, can im- 
pair the morale of an entire organiza- 
tion. On the other hand, slowing down 
inevitable human depreciation is sim- 
ply good business routine in protect- 
ing an investment at least as significant 
as the investment in plant. 

If the executive health checkups are 
a good investment for the larger com- 
panies, they are essential for the small- 
er ones. Small businesses are seldom 
flexible in 


management personnel. 


They usually do not have a_ fully- 
trained man ready to step into a su- 
pervisory position. Loss of a manager 
can—and often has—shut down the 
entire operation. 





YOUR GRAND- 
FATHER HAD A 
LONGER LIFE 
EXPECTANCY AT 
70 THAN YOU! 


The man of 50: 

today has a life expectancy of 
71.6 years 

100 years ago his life expectancy 
was 70.6 years 


The man of 60: 

today has a life expectancy of 
75.64 years 

100 years ago his life expectancy 
was 75.60 years 





The man of 70 has less life 
expectancy today than during 
the last generation. 


All businessmen (executives included) are 
below these averages by at least six 
years. In spite of the recent strides in 
medical research, today's executives are 
not living as long as their great-grand- 
fathers did. While there's evidently more 
wear and fear from drive and worry 
today, the real answer seems to be that 
businessmen just aren't taking sufficient 
advantage of what modern medicine has 
to offer in combatting an ominous trend. 

















Checkups for executives are usually 
more comprehensive than those for the 
entire personnel of a firm. They may 
take anywhere from a half-day to sev- 
eral days, at a cost of $10 to $300. The 
basic examination will probably in- 
clude at least a complete history, a 
physical examination, blood 
urinalysis, diabetic tests, Wassermann, 
X-rays of chest and abdomen, and 
electrocardiogram. Other tests are 
given if the need is indicated in the 
basic examination. More complete ex- 
aminations may take as much as 16 
hours over a period of three days. 

New diagnostic and analytical tech- 
niques are constantly being brought 
into use, such as the recent research 
by the Air Force into a method to de- 
termine how fast a person ages by 
which 
show susceptibility to hardening of the 


count, 


analyzing blood components 
arteries. 

examinations 
are strictly diagnostic. Their purpose 


Systematic executive 
is to inform the executive of his true 
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condition. If examination § indicates 
treatment of any kind, the examining 
physician so advises the executive, who 
then consults his own doctor. The com- 
pany usually pays the bill for the 
checkup, including non-routine tests 
by specialists, but treatment is general- 
ly arranged and paid for by the man 
himself (or his individual or company- 
sponsored insurance). 

Because most of the 2,500,000 execu- 
tives (those whose time is largely spent 
planning and directing the activities 
of others) are over forty, the abnormali- 
ties spotted in these examinations are 
typically degenerative or neoplastic: 
defective vision, obesity, high blood 
pressure, heart disease, neuroses and 
rectal conditions top the list, followed 
by assorted diseases of the prostate, the 
cerebral vascular system, the lungs, the 
gall bladder, by malignancies, hernias, 
diabetes, arthritis. 

One summary of a number of execu- 
tive health surveys shows as many as 
30% 


> to be overweight. Obesity (10% 
or more overweight) is truly a major 
health problem. For those overweight 
people accepted for insurance as sub- 
standard risks, the death rate is 50% 
higher than among those of normal 
weight. The excess mortality rate 
comes from chronic diseases of the 
heart, cerebral hemorrhage, chronic 
nephritis, diabetes, cirrhosis of the 
liver and gall stones. Weight reduction 
also reduces the mortality rate. 

Of course, a man doesn’t have to 
undergo a medical examination to find 
out that he’s overweight. But if he is 
overweight, the chances are much 
greater that he has some other incipi- 
ent disorder that can be cured. 

Nerve lesions showed up in 1% or 
less. Undetected and uncorrected, that 
statistically unimpressive 1% of nerve 
disease could be disastrous to a com- 
pany in eventual errors of highly 
placed judgment, to say nothing of the 
career or the life of the ailing man. 


Most checkup plans are voluntary 


While hundreds of companies have 
adopted systematic health examina- 
tions for their executives in the last 
decade, a few such programs date back 
thirty years and more. The great ma- 
jority are voluntary and are absolutely 


confidential. Even with a compulsory 
system, the executive usually has the 
privilege of being examined by his own 
physician rather than by the company- 
designated clinic. If he chooses to do 
this, however, it may be at his own ex- 
pense, although some companies are 
so sold on the basic principles involved, 
they will pay for any and all diagnos- 
tic examinations, regular and special, 
private or clinical, and will often co- 
operate to a surprising extent in ef- 
fecting correction. 

Some companies use the executives’ 
personal physicians for all examina- 
tions, more use a company-employed 
doctor, while the majority employ a 
company-selected doctor or clinic. The 
latter system aflords maximum uni- 
formity of information and assures de- 
sired clinical standards. The company 
medical department, generally set up 
for first-aid and less extensive check- 
ups, seldom has the equipment re- 
quired for a thorough examination. 


Results are confidential 


That the results of the examination 
are entirely confidential between the 
individual and the examining physi- 
cian seems to be almost axiomatic in 
most of the companies offering check- 
ups. They act on the theory that a 
man intelligent enough to be an exec- 
utive will take positive corrective ac- 
tion when told he has a disease. 

Some companies require reports or 
summaries of reports to be given to the 
chief executive so that he can keep 
duties within the physical abilities of 
his subordinates and so that he can 
cooperate in improving the health of 
key personnel. However, it has been 
generally found that response by the 
executives tends to taper off if the in- 
formation is not strictly confidential, 
unless the program is compulsory. 

A number of companies arrange for 
reports by outside physicians and clin- 
ics to be sent to the company medical 
director. The medical director then 
is put on the same confidential plane 
as a personal physician and no infor- 
mation is passed on to the company 
itself without express permission of the 
individual. In this way, the medical 
director can discuss the executive’s 
health with him in relation to his par- 


methods 





--— “a ~ —s — -_- — — 


~ 








ticular work environment. He can fol- 
low up on treatment and assist in ar- 
ranging treatment with the executive's 
own doctor and he can keep an eye on 
job requirements in relation to the 
executive’s physical capacity. 

Although most companies avoid 
compulsion in their executive exami- 
nation programs, some put whatever 
pressure they can for participation in 
their voluntary plans. The rate of par- 
ticipation averages 82%, indicating 
that most executives take advantage 
of the opportunity. While the health 
of its executives is an extremely im- 
portant factor to a company, there is 
the danger that too much stress on this 
matter will generate a resistance to the 
examination program. 

Policies vary on frequency of exam- 
ination. The typical program offers an 
annual examination to all executives, 
regardless of age or health status. Med- 
ical directors find little logic in this, 
holding that years and symptoms indi- 
cate different frequencies for different 
individuals. One program, timed on a 
sliding scale, provides triennial check- 
ups for executives under thirty, bi- 
ennial for thirty to forty, annual for 
forty to sixty and semiannual for those 
older. Another formula provides fre- 
quency of sick leave as a criterion for 
checkup-frequency; a person with a 
serious ailment would be called for 
checkups more often than others in 
his age group. Still another system is 
based on physical condition entirely, 
those with no known abnormalities be- 
ing examined every two years, others 
more frequently. 


Clinics available in all big cities 
Clinics cooperating with industry for 
executive examinations are available 
all over the country. A survey by the 
Metropolitan Life Insurance Company 
lists 42 clinics scattered throughout the 
country, including the Leahy Clinic in 
Boston, the Mayo Clinic in Minnesota, 
The University of California in San 
Francisco and the Greenbrier Clinic 
in West Virginia. Among several excel- 
lent clinics in New York specializing 
in executive examinations is Life Ex- 
tension Examiners, which claims a high 
degree of uniformity of data for firms 
with branches in other parts of the 
country by having tests made by asso- 


july 1954 


































‘This will take you off the ical’ list! 


You're a businessman. You have a 
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The case of Rhode Island’s Blue 
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In 1939, when the state’s Blue Cross 
installed Keysort, Rhode Island had less 
than 10,000 subscribers. Today there 
are over 600,000 subscribers, and Key- 
sort has the situation well in hand. 

What’s more, Rhode Island Blue 
Cross has only one office employee for 


every 12,820 subscribers. With a total 
operating expense of 55¢ per subscriber 
per year, Rhode Island’s non-profit 
Blue Cross plan is the most efficient 
in the country. 

Because its operating cost ratio per 
subscriber is lower than any other Blue 
Cross, the Rhode Island plan can pro- 
vide, percentagewise, more dollars per 
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patient in benefits. Perhaps that’s why 
more people (76%) belong to Blue 
Cross in the state of Rhode Island than 
in any other state. 

The Keysort cards Blue Cross uses 
are pre-coded cards with holes punched 
along all four edges. Certain holes are 
notched. The notched cards separate 
from the un-notched cards for any sort- 
ing purpose. Keysort requires no special 
office personnel, no costly ‘machine 
installations. 

The McBee representative near you 
can tell you frankly how McBee can help 
you. Ask him to drop in. Or-write us. 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 





Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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ciated physicians in other cities for- 
warded to the central office for review. 

The typical health examination pro- 
gram for executives is sound preven- 
tive medicine—its purpose: to disclose 
conditions impairing the health of the 
executive or threatening to impair it. 
For example, General Motors has some 
3,600 executives eligible for its medical 
checkups, and 98° of them partici- 
pate in the program, When General 
Motors started the plan in 1944, it was 
losing 38 executives a year through 
death; five years later, with twice the 
number of executives, the death toll 
had been reduced to 29. 

One General Motors executive owes 
his promotion rather than his life to 
the plan. He was slowing down pre- 
maturely; shortly after he was passed 
over for advancement, he was called 
for his examination. He was told he 
had a peptic ulcer. His morale flour- 
ished as the ulcer diminished and 
within a vear he was so much his old 
self, he was jumped to a top job in 
the division—with a $5,000 raise! 

Medical 


save lives too. More often they spot 


examinations occasionally 


minor imperfections that are correct 
able to a degree, improving the indi- 
vidual’s health and efficiency. But per- 
haps the most significant boon they 
have to offer is to the man who reall 
has nothing wrong with him. That man 
can stop fretting about fleeting “symp- 
toms,” for he knows that if his next 
physical turns up anything at all 
wrong with him, it will put the finger 
on the ailment at its earliest—and 
controllable—stage. The mental up- 
lift given by a “clean bill of health” 
results in immeasurable benefits for 
the executive and his company. 

Here is the key to the value of regu- 
lar medical checkups for executives: 
the executive himself finds that, physi- 
cally at least, his troubles are minor. 
Che company itself finds that it can 
pretty well count on keeping its key 
personnel effectively on the job for a 
full work-life span. 

Detection of disease in company 
checkups leads almost invariably to 
cure or correction and hardly ever to 
involuntary retirement or “the awful 
truth.” 
cut down on unnecessary human de- 
preciation, m/m 


It is the only known way to 
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A new method of interpreting application blanks 


and for testing present employees 


The facts you want to 






before you hire 





tech- 
niques and instruments developed for 


Of all the many 


the appraisal of personnel, the appli- 
blank 


quently used in general practice, Few 


cation is by far the most fre- 
companies would think of hiring an 
applicant today without first having 
him fill out some sort of questionnaire 
That 


an individual’s experience has a strong 


regarding his personal history. 


bearing on what his future job_per- 
formance will be appears to be so ob- 
vious to most employers that hardly 
any hiring decision is currently made 


without some analysis of these facts 


as they appear in an application blank. 
However, the application blank— 
and skillfully in- 


terpreted by trained technicians—can 


carefully designed 


be much more than a source of “cen 


sus” information. It can become a 
of data 


individual’s attitudes toward his job, 


potent source conc erning an 


and drives, his emo- 


tional adjustment, 


his basic motives 
his relations with 
other and his over-all 


people job 


functioning. The proper construction 
and evaluation of application forms 
can make them equal in diagnostic 
power to a good personality test, as 
evidenced by the Per- 
sonal 


after 


Worthington 


History Technique developed 


more than seven years of inten- 


sive research and practical experience. 


Has been used successfully 


Selection and placement on the 


basis of Personal History 


sonality 


july 1954 


(PH) _per- 


assessments have been accom- 


plished with notable success for over 
12,000 individuals in many businesses 
and industries. Research studies car- 
ried out in several of these industrial 
settings, as well as in a military per- 
sonnel evaluation setting, confirm the 
results obtained in the day-to-day prac- 
tical appraisals. 

One study on the ability of the PH 
technique to predict the sales effective- 
ness of salesmen was undertaken for 
One 
twenty-nine salesmen who were hired 
PH 
were subsequently assessed and_ their 
then 
their sales volume. 


a manufacturer. hundred and 


without benefit of assessments 


reports were compared with 


The average sales 


for salesmen rated “average” or 


PH 
than for 


“above average” by the assess 


ment was 139% » re iter those 


salesmen red “below average” or 


“poor.” Likewise, the likelihood of 





by Edwin C. Nevis, Ph.D. 


Senior Associate, Worthington Associates, Inc. 


longer tenure on the job was much 


greater for the “average” and ‘above 
average” men than for the “below 
average” and “poor” groups. 


Another research study compared 
group of 40 good supervisors with 40 
supervisors. These were 
part of a larger group promoted to 
positions in an aircraft 
manufacturing company without ref- 
erence to their PH assessments. It 
was found that 85% of the men had 
been correctly identified by the inde- 
pendently prepared PH _ evaluations, 
That is, in only 15°% of the 
rated “good” 


poor men 


supervisory 


cases men 
by the PH analyst turned 
out to be poor in actual performance. 
If the promotions had been made on 
PH, a 
would have been done. 


the basis of the better job 
Of the 40 men who would not have 


been promoted according to PH rat- 





This form should be completed in pencil. 
hobbies, activities, etc., require speci 
made clear 
The job history section of this form should be as 


PERSONAL HISTORY 


Either printing or longhand may be used. items relating to school 

ic answers. If history was we favorite or your most disliked subject, it 

whether American or Ancient history was the poy Sports should be listed specifically as golf, tennis, 
padres 


i 





Mr., Mrs., Miss _ 


Address 





Date of Birth iowniatins 


Years lived in present city. rr 
FAMILY: 


1, Home owned. 
roan ny 


Although this blank looks " 


Rented 











innocent," 


years if space permits. All information you give here ‘will Foy held in strict confidence. 


= eee 


_. Apartment. 


a aa SO 


g part-time jobs held during 
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——— ___Sex 
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Room_____ Phone No. ___ 





the careful analysis of its information and manner of prepara- 


tion by qualified appraisers can be exceedingly valuable to management in the appraisal of personnel. 
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ings, 12 were subsequently demoted 
either for voluntary or mandatory 
causes, while this was true for only 
three of those with “good” ratings. 


Analysis is not infallible 


All personnel assessment problems 
have not proven to be amenable to 
the PH approach, although researches 
indicate the potential incisiveness of 
the method in a great variety of per- 
The tech- 
nique itself is based on the analysis 


sonnel appraisal situations. 


of a four-page form quite similar in 
appearance to any ordinary applica- 
tion blank. The form (called a Per- 
sonal History so that it may be used 
with current employees as well as with 
applicants) asks for specific informa- 
tion in all of the areas usually in- 
cluded in such questionnaires. Family 
status, health, education, hobbies and 
previous work experience are included. 
Less common items such as future 
aims and ambitions are also part of 
the form. What makes the PH dif- 
ferent is that, unlike the usual appli- 
cation form, most of the items are so 
devised that the respondent can an- 
swer them as he sees fit. He has to re- 
late certain specific facts, but the way 
he does so can be his very own. Thus, 
he is not told to put his last name 
first or last, nor is he told whether or 
not to use his middle initial. 


Psychological analysis of answers 


Strange as it may seem, many mean- 
ingful different ways of dealing with 
this item have been recorded. There 
are also many possibilities for re- 
sponses to other items. "To questions 
about job likes and dislikes, any one 
of innumerable possible answers can 
be given. The way these answers are 
presented, as well as what is actually 
said, is left very much to the discretion 
of the respondent. He is given as 
much freedom as possible to fill out 
the form in his own way and, in so 
doing, he reveals much that is signi- 
ficant about his personality traits. As 
would be expected, experience has 
shown that different types of people 
tend to respond rather consistently to 
The tech- 
nique is simply a method for system- 


certain patterns of items. 


atically studying the psychological 


significance of PH response patterns. 


For example, a very large number 
of unique responses have been ob- 
tained in answer to the item, “What 
did you dislike (about your previous 
job)?” It does not take a psychologist 
to see the difference between the in- 
dividual who responds by saying, 
“Others did not carry their share of 
the load, and I was not given full 
credit for what I did,” and one who 
says, ‘““The opportunity to learn new 
skills for improving my performance 
was limited by a poor training pro- 
gram.” Both men are asked to “com- 
plain” about their jobs and both may 
be absolutely true in what they say. 
But one emphasizes pettiness of at- 
titude and is demanding of rewards 
for his efforts, while the other is con- 
cerned about doing a better job in 
addition to improving his personal 
status. The former could be a dis- 
satisfied employee no matter what the 
company did to make him happy. The 
other person would appear to increase 
his personal satisfaction as he im- 
proves his position through greater 
productivity. 

Some individuals respond by saying, 
“Nothing.” Such persons are either 
very easily pleased by their lot in life 
or they are unwilling to express nega- 
tive attitudes when they are “on the 
spot.” Whatever the case may be, it 
is clear that by not taking a statement 
at full face value, but by determining 
the motives behind the response, it 
is possible for a PH analyst to gain 
some clues to the respondent’s make-up 
in his response to this item. 


Many other illustrations may _ be 
cited. ‘Thus, some individuals list as 
hobbies only solitary activities such as 
stamp collecting, reading and model 
railroading. Others cite social outlets 
such as club memberships, dramatics 
and competitive sports. Any single 
one of these activities may not be in- 
dicative, but the pattern could well 
be revealing about the needs an in- 
dividual tries hard to satisfy. It can 
indicate whether he wants to avoid 
close emotional relationships with 
people, or whether he needs the con- 
tinual stimulation of other people as 
a means of enhancing his well-being. 

As another example, note the im- 
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plied difference in personality of two 
men with apparently equal and real 
commitments to job and social re- 
sponsibilities who, in answer to, “In 
what additional activities would you 
like to engage?” 
(1) “None. Am too busy right now,” 
or (2) “Would like to take greater 
role in community affairs; also take up 


” 


respond by saying: 


oil painting.” The first may have all 
he can do to keep up with his job 
(and his entire life) as it now stands, 
while the latter appears to be eagerly 
willing to expand his sphere of in- 
terests and perhaps to develop further 
as a well-rounded person. 


Interpreting the answers 


In assessing personality by means 
of the PH, this kind of inferential 
analysis is performed on each item in 
order to obtain clues about the in- 
dividual’s feelings toward himself, his 
co-workers and his job. In making 
this step-by-step evaluation, patterns 
of behavior emerge sharply. 
the individual who against 
authority and is a difficult person to 
supervise tells us so in many different 
ways on the PH. He may, among 


Thus, 
rebels 


other things, scrawl his answers out 
in a loosely organized way, often going 
through the printing on the form; 


~ 
, 


mutilate his superiors’ names (and his 
father’s); indicate that he went to “no 
one” with his problems while at 
school; say that it is “freedom of ac- 
tion” that he likes in a job; ignore 
certain items completely or change 
the instructions in completing parts 
of the form. Perhaps no single person 
who is hostile toward authority will 
do all of these things in completing a 
PH; but, as a rule, these are the sorts 
of responses that are characteristic of 
such individuals. Moreover, cohesive 
patterns are also obtained for people 
who are so dependent upon authority 
that they feel anxious and confused 
when left on their own, and for those 
who take nicely to supervision without 
resenting it or depending on _ it 
greatly. The fact that patterns of 
responses identify these various types, 
and not one or two isolated answers, 
gives the method a system of internal 
checks and balances which insures the 
consistency and reliability of the ob- 
tained 


personality pictures. At the 
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same time, the need to study all re- 
sponses fully and in relationship to 
one another gives the method a com- 
plexity which requires very skilled in- 
terpretation if true-life picture is to 
be obtained. 

In practical evaluation of an _ in- 
dividual for a job assignment, a de- 
tailed summary of his 
characteristics is 


personality 
prepared. In_ the 
process, though it is not always neces- 
sary, this may be preceded by quanti- 
fication of each 
means of an elaborate scoring system 
from which a profile of 26 personality 
characteristics is obtained. ‘This has 
been especially helpful in the large- 
scale 

earlier. 


item-response by 


research referred to 
Whether or not this is done, 


an analysis makes possible a detailed 


projects 


written summary of a person’s major 
traits and attitudes with assets and 
weaknesses for a given position or job 
also being indicated. Reports almost 
always include developmental points 
and the employee’s potential for 
growth and improvement is stressed. 
Frequently, too, reports deal almost 
entirely with possible clues as to why 
an individual may not be working out 
on a particular job as well as his 
abilities would seem to warrant. All 
types of reports, particularly the ones 
with the latter emphasis, have been 
utilized as a basis for personal counsel- 
ing with the individual and his su- 
perior. In addition, they have been 
very useful in helping the employee to 
improve his job performance. 


PH is the easy way 

Different methods may yield similar 
results, but the PH technique is easily 
administered requiring no supervision 
by personnel people. More important, 
it does not appear to the respondent 
as a test but merely as a routine form 
to be completed. For this reason, it 
does not raise the anxiety so com- 
monly found among job applicants or 
current 
tested. 


employees when they are 
The entire process is under- 
gone without making the respondent 
feel uncomfortable or “fon the spot,” 
Unlike many other psychological test- 
ing procedures, this one may be fitted 
personne] 
without any disruption in the process 
of getting necessary data. m/m 


into existing procedures 











Now! HALFTONES as well as LINE WORK 
can be copied by MEROGRAPHY 


ONTO PAPER MASTERS FOR DuPLicatinc (WM 3 MINUTES! 


Use of the new XeroX Tone Tray in copying line and halftone sub- 
jects onto paper masters by xerography offers a quick way of providing 
a few, or many, copies of catalog sheets, price lists, bulletins, magazine 
articles, at costs considerably less than by conventional methods. 

Photo shows paper master of line and halftone subject prepared by 
xerography in XeroX® Lith-Master* copying equipment with new 
XeroX Tone Tray. Copies run off on offset duplicator from this paper 
master are also shown. 

Xerography is used by companies of all kinds, large and small, in 
thousands of applications copying forms, letters, charts, bulletins, sales 
manuals, engineering drawings, etc., for duplicating. Anything written, 
typed, printed or drawn can be copied onto paper masters by xerog- 
raphy with XeroX Lith-Master copying equipment. 

For use in diazo type machines, translucent intermediates can be 
made from any original subject in the same speedy way. 

Write for complete information, and proof of performance folders, 
on what xerography can do to cut your duplicating costs. 

°a TRADEMARK OF THE HALOID COMPANY 
THE HALOID COMPANY 


54-103X HALOID STREET © ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. Cities and Toronto 
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ACCURATE 
job time 
records 


CALCULAGRAPH 


figures elapsed time accurately 





Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, 
dependable time costs is to use 
Calculagraph automatically-figured a 
elapsed time records. Calculagraph _ \~)/ 
gives you total elapsed time, , 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 






Write for full information today, 
to Dept. 332. 





(Circle 105 for more information) 











NEW 


duplicating process 


about to hit the market 


as 


A new duplicating process, called Azograph, 
is particularly applicable to internal paper work 
systems. It is basically a spirit (analine dye) 
technique and completely eliminates the messy, 
time-consuming handling and clean-up associ 
ated with spirit duplicating masters. 

Positive cleanliness is achieved by chemically 
separating the two color-forming compounds 
within the coating of the transfer sheet. These 
compounds cannot unite to form color until a 
third element, a reactant in the fluid, is intro- 
duced within the duplicator itself. Thus it is 
impossible for typists or other people handling 
the masters or transfer sheets to get “stained.” 
The color produced in final copy is a deep blue. 

Masters may be “pre-printed” when used as a 
part of a paper work system. Moreover, the new 
product can be passed along in inter-office mail 
for signatures from several sources, allowing ad- 
ditions or corrections to be made with ease. 

About the only limitation in the new dupli- 
cating process is the number of copies that may 
be produced by a single master—about fifty. 

Most of the advantages are associated with 
the elimination of the analine dye rub-off prob- 
lem. Corrections and alterations are easy to make 
and the cost of clean-up is eliminated. (Accord- 
ing to the manufacturer, one user of his analine 
dye equipment claims he uses enough of the 
special soap required to clean the dye from an 
operator’s hands to buy six machines a year.) 
Again, because the process is clean and simple, 
handwriting on masters can be encouraged. An 
executive can write a hurry-up memo on an Azo- 
graph master faster than it can be dictated and 
transcribed. Once it is written out, the secretary 
can run off 50 copies in less than a minute. 

The duplicating machine used in the new 
process is completely compatible with conven- 
tional spirit duplicating masters. ‘Thus, if a run 
of larger than fifty copies is needed, or if you 
have filed away old masters for future use, the 
machine will accommodate them. 

For more information and free literature, 
circle number 199 on the Reader Service Card. 





CONSISTENT... 


NOT Variable Product Performance 


By enn 7 


"PLANNED" BUSINESS FORMS 


Consistently excellent and ACCURATE perform- 
ance of ALL American Lithofold business forms 
is accepted as a normal quality standard by our 
Plant personnel. Working FROM this standard 
they build-in to YOUR specifications of course, 
the factors that insure such non-variable per- 
formance. The finest paper stock, quality inks 
and carbon paper PLUS that most important 
ingredient, pride of workmanship by skilled 
craftsmen, insures PROVEN RESULTS everytime. 


THESE 2eeadédg PRODUCTS DO THE JOB 


LITHOSTRIP 
The most efficient continuous form 
ever devised. The ultra in tabulat- 
ing forms. 

LITHOSET 
One time carbon sets. De-leaves 
in a single motion. 

LITHOFOLD 
For Fanfold machines. Ideal where mass, single-pur- 
pose forms are required. 





TEST THEM YOURSELF . . . Write for Free Samples. 


AMERICAN LITHOFOLD CORPORATION 


ST. LOUIS 15, MO 


500 BITTNER ST. 


(Circle 102 for more information) 
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If you want 


more information 


| 


\ on any product or service described in 
MANAGEMENT METHODS, just circle 
the key number on the postage paid 
Reader Service Card bound into this issue 
and fill in your name, address, etc. If an 
item has no key number, merely state the 


subject matter in the space provided on 


the card. 
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QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There’s no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 

Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 
and 5/6” widths. 






My Name 








1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 





2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 


writer ... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


AVERY ADHESIVE LABEL CORP., DIV. 150 
117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kieen Correction Tape 


608 S. Dearborn St., Chicago 5 





Company 





Address. 








City 


se 
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WARNING 


to buyers of 
accident and health 


* 
insu rance from “FACTS you should know 


ut Accident and Health Insurance’ published by Association 


ss Bureaus. 


of Better Busine 
ee Know the insurance company 
you're dealing with. If it is licensed by the In- 
surance Department of your state, you can be 
reasonably certain that the company has meas- 
that 
were drawn up to help protect the policyholders. 


ured up to certain minimum standards 
In addition, licensed companies are supervised 
by these state authorities and must comply with 
the laws of each state in which they’re licensed. 

In selecting the that 


when you are buying Accident and Health In- 


company, remember 
surance you are buying security against an event 
you hope will never happen. But should it hap- 
pen years from now you want to be sure that the 
company will be in sound financial condition 
and will honor all legitimate claims. 

Regulation by your state does not extend to 
any company located in another state which does 
business only by mail in yours—unless this com- 
pany is licensed by your state. These are known 
as “unlicensed companies.” 

There are some unlicensed companies which 
have excellent reputations and which render 
excellent service. A few, however, cause numer- 
ous complaints for failure to pay claims. Usually 
these are of the type that advertise so-called “bar- 
gains” in confusing and misleading terms. 

If an unlicensed company should refuse to pay 
a claim on your policy to which you feel you 
are entitled, you may have no recourse to the 
Insurance Department of your state since it does 
not have supervision over that company. To 
place the matter before the courts, it is generally 
necessary to start a lawsuit against the com- 
pany in its own state. Since this may be a great 
distance away, it is often expensive and imprac- 
tical to do so. But you do have some recourse to 
the Insurance Department of the state where 
that company is headquartered and many com- 
panies accept service in many states where they 
are not licensed. The important point is the 
reputation of the company you contemplate do- 
ing business with, regardless of whether it is 
licensed or unlicensed in your state. m/m 








Le Febure 
M-K ADJUSTO 
TRAY-BINDERS | 
and 


Hi-Lo 
STANDS 


Easy adjustable 


stands made to fit 
one or more tray- 
binders — 
EXACTLY! 


Le Febute 
SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE 
Tray aleleistiate 


3 
units, teller 
oro) Ul adi ale mm aac) 
sOovitrg 
buses di 
files and 
Telli aal=sa) 


required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment. 


Le Febure 


CEDAR RAPIDS, IOWA 


(Circle 137 for more information) 
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He has the right number! 


ROL-DEX, the modern 
efficient record keeping system, 
saves 25% to 55% on record 
keeping costs. 


Records Roll...TO the 
seated operator! 


NO Walking . . . NO Stooping . . . NO Squatting 


What's more, you use your present records. No new forms 
to buy... nothing to re-type. And ROL-DEX is built to fit 
your individual needs, large or small. 


Clip the coupon — find out how ROL-DEX will work for you. 





WATSON MANUFACTURING CO., Inc. } 
i Rol-Dex Division, Dept. M-13 ' 
i Jamestown, New York 
What's the story on your ROL-DEX Record Keeping System ? . 
NNN Pl We a ocgs on rik ce rcaie tons fuchaneisobinse-Wetsgianuteaisassons ei 
ee eee a eS, 
; Street ee Zone 
' City. State 
a a alas sal ie tae ae ota as call ik itt Saw eal ti ween set 


WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 


(Circle 138 for more information) 











Thought Starters deal with a “practical solution to a management problem.” The 
Editor invites contributions—which are paid for at our normal space rates. 
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Instant information provided 
receptionist by decorative idea 

A simple light signal provides wall 
interest in this reception area designed 
by John Greer, A. I. D. 

A row of round bulb lights provides 
bright illumination against a flat gray 
wall. Each light is connected to the 
desk of an executive. When the execu- 










‘ 


“in,” the light is on. When he 
leaves the office, or doesn’t wish to be 
disturbed, the light is turned off by a 
desk switch. A look at the wall tells 
the secretary whether the executive is 
in” or “out.’” Contrast in lights “‘on’’ 


tive is 


and “off” provides interesting wall 
treatment in this modern office. 
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New address announcement 
utilizes old stationery 


When the public relations firm of 
Melrick Landen Associates, New York, 








moved to a new address, they put their 
know-how to work by deciding to 
break the bonds of convention, avoid 
the usual 
nouncements and to get attention for 


impersonal removal an- 
their change of address, 

Like most firms who are moving, 
they had a supply of letterheads with 
their old address on them. They de- 
cided to put this otherwise obsolete 
stationery to good use. First, because 
those to whom it was to be sent were 
all familiar with it; secondly, because 


as of May Iv 
aur new address 


bs exer 








i 
MELRICK LANDEN ASSOCIATES, i 
PUBLIC RELATIONS 


the drama of crossing out the type with 
a bold red “X” told the story with a 
single stroke. 

Apparently, it has worked effectively. 
The firm reports that both clients and 
the press, its most frequent corre- 
spondents, sent correctly typed ad- 
dresses as of the first day without a 
single interruption of the mail for re- 
addressing. 

1/ HW 
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Folding doors prevent 
factory heat loss 








Folding doors, used as a movable 
wall between working areas and ship- 
ping room when outside shipping doors 
are left open, keeps cold air out, thus 
preventing heat loss. 

While a stationary storm partition 
can block out cold air from the ship- 
ping docks, it also impedes traffic flow 
access is usually 


because the only 





methods 
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Look above and see how you can get 
Cleaner, sharper copies from your direct 
copying machine. 


The revolutionary new Transface translucent 
master form is printed both sides for 
maximum opacity of image and quality 
reproduction. That’s the big difference 
between Transface originals and ordinary 
master sheets. 


See for yourself what a difference it makes 
in your results. Try Transface, the best 
original on the market. 


Phone or write us and we'll be glad to send 
you samples to try on your own machine. 
No obligation of course. 


%€ White Printing—Ozalid, Bruning 
and other direct copying machines 


translucent ANALYSIS PADS 


with reproducible and non-reproducible rules 
CUSTOM DESIGNED FORMS 
for every office use 


FEDERAL and STATE TAX FORMS 


FACE 


TRANSFACE PROCESS COMPANY 
333 Hudson St., New York 13, WAtkins 4-5985 





dealers throughout the United States 


(Circle 139 for more information) 
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through small doors. Folding doors 
fold back to the walls and allow plenty 
of obstruction-free space for materials 
handling equipment to move products 
from production line to shipping room. 

These folding doors allow manage- 
ment to sub-divide and re-apportion 
plant space. 

For more information, circle number 
168 on the Reader Service Card. 
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Series of clerical tests 
for beginner office workers 








When the school terms end _ this 
spring, employers will be taced with 
the big problem of determining the 
skill qualifications of beginner workers. 

To meet the need in this area, the 
National Office Management Associa- 
tion, in conjunction with the United 
Business Education Association, has 
made available a complete series of 
specially designed tests for determining 
the ability and skill of potential be- 
ginner office workers. 

The tests determine ability of job ap- 
plicants to perform sustained work of 
the type actually required on the job. 

A companion test is also available 
covering business fundamentals and 
general information. The sponsoring 
groups recommend that each examinee 
who takes one or more of the specific 
skill tests should also take the business 
fundamentals test. 

For more information, circle numbe) 
167 on the Reader Service Card. 
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Record player has 
"discussion control" 








In the training of personnel by the 
use of audio-visual aids, the time lag 
between the presentation of facts and 
the discussion of them is generally 
considered detrimental to its effective- 
ness. A new record player, specifically 
for use in training, attempts to com- 
pletely cut out this time lag. As soon 
as some question arises about the 
material on the record, the operator 
can use the “discussion control but- 
ton” that instantaneously stops and 











Put new efficiency 
on your payroll... 


Get a Bambino! This new small Ozalid® 
copying machine makes extra copies quick, 
cheap, plentiful—speeds copies of accounting 
reports, letters, memos ... saves clerical time 
spent in retyping and tedious hand copying. 


THE BAMBINO copies anything typed, printed, 
drawn or written on translucent paper up to 
nine inches wide, any length. It reproduces 
instantly on chemically coated Ozalid paper, 
fabric, or film—makes a letter size copy for less 
than two cents, in less than a minute. And 
can do 200 copies an hour! Needs no stencils, 








plates, inks, developing baths, delivers prints 
dry and clear. 

Little larger than a typewriter, the Bambino 
is electrically operated, can be used anywhere, 
by anybody without special skill or experience. 

Economically priced at only $410, 
the Bambino soon pays for itself in 
even the small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 
Or write for free brochure to 53 
Ozaway, Johnson City, New York. 

OZALID —A Division of General Aniline & 


Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


copying machine for the office 


(Circle 136 for more information) 














Exclusive “AUTOMATION 


speeds all figuring work... 
makes the Monro-Matic the most 
economical automatic calculator! 


Here is an entirely new, an 
incredibly sémple concept of 
figuring control. To operate 
the Monro-Matic requires 

no more skill than— 

1) feed it figures... 2) push buttons. 
That’s all. Anyone can do it. The 
Monro-Matic controls itself automatically. 
Try the Monro-Matic with exclusive Automation a week or 
so on your own figure work, in your own office—on us. 
Monroe Calculating Machine Company, Inc., Orange, N. J. 


Sales and service everywhere. 


OPERATORS WHO KNOW... PREFER MON RO 


(Circle 115 for more information) 


CALCULATING, ADDING, ACCOUNTING MACHINES 
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starts the record. Without losing a 
syllable of recorded sound the operator 
can “clear the decks” for the questions 
or discussion at any time. 

The record player has a_ built-in 
platform to house a projector and an 
electrical outlet to which the projector 
can be connected. 

For more information, circle num- 
ber 181 on the Reader Service Card. 
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Fashion show introduces 
products to plant employees 








In every factory that operates on an 
assembly line principle, only a few 
employees can actually have contact 
with the finished product. Yet, many 
manufacturers feel the need to bring 
about a strong feeling in the workers 
of identification with the product. 

Ihe manufacturers of Rose Marie 
Reid bathing suits felt this need and 
decided to do something about it. 
Annual trade showings are a standard 
practice in fashion’ industries. <A 
fashion show, therefore, is prepared 
and produced as a matter of standard 
procedure. Management discovered 
that at a small additional cost they 
could stage an extra performance of 
the fashion show especially for their 
plant employees. 

The idea met with great enthusiasm 
and many employees brought their 
families and friends. The auditorium 
rented for the occasion was filled to 
capacity and the show was considered 
a great success. 

According to an executive of the 
firm, the effects of the show were felt 
throughout the plant and evidenced 
by an increased sense of employee 
identification and better morale. 
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3-D file gives graphic 
sales and production picture 








As a means of getting a more graphic 
representation of power consumption 
trends, the Quebec Power Company 
converted their weekly load require- 


methods 
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ments graphs to show over-all trends. 
\ self-explanatory, three-dimensional 
cut-out was created by cutting the cards 
along the plotted line of the graph. 
With the cards mounted in chrono- 
logical order, in a card file box, the 
executive can readily see the path of 
trends in power consumption. 

This simple cut-out graph file can 
give a clear picture of sales figures, pro- 
duction trends, costs or any other per- 
tinent information. 
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Company schedules flights 
between distant operations 

Regularly scheduled flights between 
the Poughkeepsie and Endicott, New 
York, plants of International Business 
Machines Corporation were recently 
inaugurated. The service, planned to 
facilitate transportation of non-execu- 
tive personnel and vital machine parts 
between its plants and other important 
points, makes IBM one of the few busi- 
nesses operating a private airline on a 
regularly scheduled basis. 

Two round-trip flights twice weekly 
will be made between the Poughkeep- 
sie and Endicott plants. The plane will 
also operate on a similar schedule be- 
tween Poughkeepsie and Boston. On 
weekends, the plane will make flights 
on a non-scheduled basis between the 
company’s plants and laboratories and 
Boston, Dayton, Washington, D. C., 
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w! New Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes 250 to 300 Copies Per Hour at a Cost of Less Than 2¢ Each! No Stencils! 
No Masters! No Negatives! No Messy Inks! No Vapors! 










Series 100 
only 


$4g500 


Saves Time and Money in General Copying 
and in “One Writing” Business Systems! 


It’s here! The high-speed, all-purpose copying machine 
that turns out exact, facsimile copies of letters, invoices, 
reports—of practically anything typed, written, or printed 
on ordinary translucent paper—in seconds! 


Think of it—copies of 250 to 300 different items made 
in one short hour. Made by a clean, quiet, odorless 
process that involves no stencils or paper plate “‘masters”” 
...no messy inks... no ammonia or ozone vapors! 


practically any type of paperwork operation. It’s tailor- 
made for ‘“‘one writing” business systems... for spe- 
cialized copying by accountants, lawyers, engineers .. . 
and for general copying. 


The Copyflex Series 100 is made by the Charles 
Bruning Company, specialists in copying since 1897, 
Let us show you how it can save you time and money 
in your office. Mail us the coupon below for full par- 





: “a ticulars. 
This remarkable new machine is so compact you can 


locate it anywhere, so versatile you can apply it in 


(BRUNING 
pytlox 


(Cirele 140 for more information) 








Charles Bruning Company, Inc., 
4700 Montrose Ave., Chicago 41, Ill., Dept. 504 


Please send me more information about the Bruning 
Copyflex Series 100. 


Name Title 











Company 





Copies anything typed, written, 
printed or drawn on ordinary trans- 
lucent paper—in seconds. 


Address__ 





City Zone State 
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(Advertisement ) 


Addressing Multiple 
Shipments Now 
By-Product of Normal 
Typing Procedure! 


The new STEN-C-LABL method of addressing 
multiple shipping labels, tags, cartons han- 
dles more shipments faster at lower costs in 
your shipping department. Regardless of 
your present method of handling this time 
consuming job, here is the speediest, sim- 
plest, most economical method of MULTIPLE 
addressing. Anybody can operate it. There 
are no mechanical parts to break or to get 
out of adjustment. Thousands and thousands 
of imprints can be made from one 
“SQUEEZE FEED” bottle of ink. 


Print and address your shipping labels, tags, 
or direct-on-carton this quick easy way. 





STEN-C-LABL is typed as a by- 


product of your normal typing of invoices or 
bills of lading. 






STEN-C-LABL 


is now ready. As 
many labels, tags, or 
direct-on-carton can 
be imprinted as 
needed and as fast 
as you can stamp 
them. 


Put STEN-C-LABL to work for 
YOU Today! 


Just write us on your company letterhead or 
use reader reply card for FREE brochure 
showing operation and explaining the many 
applications of this new method of address- 
ing multiple shipments. 


STEN-C-LABL, Inc. 


Department M, 287 N. Snelling Ave. 
St. Paul 4, Minnesota 











(Circle 124 for more information) 
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New York and other important cities 
to accommodate personnel engaged in 
important projects. 

A punched card system has been set 
up to make immediately available data 
relative to the craft’s operational costs 
on a per-hour, per-seat and per-pas- 
senger mile basis. Should the volume of 
trafic warrant it, the company will 
lease or purchase additional aircraft. 
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Part-time workers best 
solution for peak work loads 


Without putting permanent addi- 
tions on the payroll, the part-time 
worker comes in at the time he is 
needed most, spends concentrated ef- 
fort for a few hours each day on his 
assignment and departs. His work pe- 
riod is uninterrupted by breaks, lunch 
hours, employee meetings, etc. 

A recent survey by the Mutual Em- 
ployers’ Association, Inc., in greater 
Los Angeles, showed that less than 5% 
of business and industry regularly use 
the temporary or part-time worker. 
Over one-third of the companies sur- 
veyed expressed a desire to use part- 
time workers, but considered the prob- 
lem of recruitment, selection and train- 
ing too costly for the value gained. 

The selection problem, if approached 


scientifically, can spot the rapid 
learners and high producers. Three 
selection techniques, all company- 


administered, are recommended. 


1. Short application blank —A _ half- 
sheet form, asking questions on age, 
education, marital status, information 
on last three jobs, special skills and 
availability. 
2. Short, five-minute interview — 
To review the application blank infor- 
mation and to size up the applicant 
generally in terms of the standards re- 
quired for a temporary employee. 
3. Aptitude job-tests — To see that 
the applicant has the necessary mental 
abilities to learn the assignment 
quickly and perform it efficiently. 

For more information on these tests, 
circle number 171 on the Reader Serv- 
ice Card. 


(Advertisement) 


A remarkable opportunity 


for the executive concerned with 


the reduction of operating costs 


On October 25, a three-day exchange of management ideas will be held in New 
York City under the auspices of the System and Procedures Association of America. 


This will be no highly technical confer- 
ence at which cloistered technicians will 
“talk to themselves.”” The entire meeting is 
designed specifically for management par- 
ticipation. 

Every phase of the program is engineered 

to provide you with practical help and 
answers to business questions. 
Specifically, here is what the program will 
provide: First: Throughout the three-day 
meeting, group seminars will be held, cov- 
ering basic systems and procedures problems. 
Each seminar will be led by specialists in 
the particular area covered. Not a hodge 
podge round-table discussion—but planned 
workshops designed to present, explore and 
evaluate the newest systems techniques. Each 
conference will be limited to 25 executives, 
and will provide both lecture and workshop 
sessions. 

Second: Talks by key public and business 
figures will be featured in the basic meeting 
throughout the three days, and integrated 
with group seminars. 

Third: A display of the most talked-about 
advances in electronic office machine equip- 
ment, many displayed for the first time, has 
been made possible by special arrangements 
with business machine manufacturers. 
Register in any one of these ways—The 
basic Meeting covers three days. Concur- 
rently with this basic Meeting will be held 
one-day Seminars on the subjects listed be- 
low. You may register for a combination of 
Seminars and the Meeting in this way: 


~— 


(a) the basic 3-day Meeting only, 
or (b) two days of the basic Meeting and 
one 1-day Seminar, 
or (c) one day of the basic Meeting and 
two 1-day Seminars, 
or (d) three 1-day Seminars only 


You have your choice of these Seminars: 


Seminar No. 1—Orientation in Electronics 

Seminar No. 2—Initiating an Electronics 
Program 

Seminar No. 3—Utilization of Present Elec- 
tronic Equipment 

Seminar No. 4—Records Management 

Seminar No. 5—Work Measurement 

Seminar No. 6—Quality Control in the 
Office 

Seminar No. 7—Forms Design and Control 

Seminar No. 8—Practical Work Simplifica- 


tion 
Seminar No. 9—System and Procedures 
Functions 


Seminar No. 10—Communications 
Seminar No. 11—Office Layout and Design 
Seminar No. 12—Operations Research 
Seminar No. 13—Inventory Mechanization 
Each Seminar combines both lectures and 
detailed workshops. And each Seminar 


is limited to 25 executives. 


Highlights of the basic meeting—Monday, 
October 25—‘The Importance of Systems and 
Electronics in Business Today.” This will be 
a detailed analysis of the constantly increas- 
ing need of management for more efficient 
reporting and management techniques. 


“Cost-Conscious Employees are the Key to 
Cost Reduction.” Here is the basis for de- 
veloping a cost reduction program with cost- 
conscious employees at the heart of it. 


Tuesday, October 26—“Practical Work 
Measurement.” Case histories of effective ap- 
plication of work measurement techniques. 

“How to Determine Clerical Costs.’’ Con- 
trol methods that have resulted in substantial 
savings in operating costs. 


“Electronic Accounting Machine Develop- 
ments.” A panel discussion by leading manu- 
facturers of complete data processing ma- 
chines as well as specialized electronic busi- 
ness machines. Covers both details of equip- 
ment now available as well as new develop- 
ments now in preparation. 


Wednesday, October 27—“An Approach to 
the Automatic Office.’ What can develop- 
ments moving toward the “Automatic Of- 
fice’ mean to large companies? To small 
companies? 


Sponsored by the Systems and Procedures 
Association of America—The Systems and 
Procedures Association is a non-profit or- 
ganization of professional administrative and 
systems engineers dedicated to the common 
purpose of management improvement in busi- 
ness and industry. While membership in the 
Association is restricted to those actively en- 
gaged in administrative engineering, the As- 
sociation is inviting all management to at- 
tend this conference as a practical contribu- 
tion to business. 


To register— Write immediately to Mr. Don 
Titus, Chairman, Systems and Procedures 
Association of America, c/o Hotel Com- 
modore, 42nd at Lexington Avenue, New 
York 17, New York; or circle number 130 
on the Reader Service Card for more infor- 
mation and registration blanks. 


(Circle 130 for more information) 
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men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 
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Factory planning comes to offices 


Functionally designed buildings are ‘wrapped around" efficient office layouts 


es Phe idea of planning 

efficient shapes, work flow and travel 
distances between departments is not 
a new one to industry. For the past 20 
or 30 years it has been considered 
sound policy to diagram an efficient 
factory layout and to wrap a. shell 
around it. 

Many of the very firms that are 
leaders in modern factory planning 
have not carried over these ideas to 
their offices. Once their factory layout 
is complete, they design an office that 
looks impressive from the outside. 
They put floors, partitions, windows, 
entrances and utilities where they fit 
the exterior plan and then allot de- 
partmental space on a basis of present 
size, without regard to shape or loca- 
tion of the space, or to existing crowd- 
ing and need for expansion. RCA, 
however, discussed their problems with 
R. K. Gad, Jr., who heads the Plan- 
ning Group of Shaw-Walker, while the 
building was still in the preliminary 


Model shows relative locations of buildings and departments planned for efficient work flow. 
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stages of its development. 

The Planning Group completed a 
layout in about six weeks, with totals 
of the space that would be required 
and from which estimates on the cost 
per square foot could be computed. 
This layout, with only minor changes, 
is the one that is being built at Cherry 
Hill after management, architects and 
construction engineers studied it. from 
every angle. RCA credits this plan- 
ning with helping to save more than 
a million dollars in building costs. 

The offices actually consist of a clus- 
ter of five buildings, one, two and 
three stories high, joined in such a 
manner as to reduce both traffic and 
communication time and distances to 
a minimum. The enclosed building 
connectors enable departments to con- 
tact each other (without the distraction 
of going through other department 
areas) and eliminate any wasted in- 
terior hall space. 

The five units will contain approxi- 
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mately 320,000 square feet of space 
(or a usable area equal to an ordinary 
35-story building) and will accommo- 
date about 1,400 workers, plus labora- 
tory facilities. The cluster was evolved 
after a thorough study proved it af- 
forded better work flow than either a 
single story or a multi-story building. 

Employee salaries will exceed the 
cost of the building in a very short 
time. Therefore, prior planning places 
great emphasis on giving the workers 
space in which they can function most 
efficiently. Instead of taking up most 
of the window space with executive 
offices occupied by relatively few peo- 
ple, the great mass of employees are 
given window positions and are not 
confined in interior “bullpens.” The 
location of every worker is planned so 
that he will have windows looking out 
on the landscaped countryside. Execu- 
tive offices are grouped, rather than 
placed, around the perimeter of the 
building. m/m 
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Birch WELDWOOD MOVABLE PARTITIONS. 


Provident Mutual Life Ins. Co., Cuyahoga 
Abstract Bidg., Cleveland, O. Architects: Dal- 


ton & Dalton. Distributor: Wood Products Co. 


Now_Wood Paneled Offices 
with movable partitions 





Now your offices can have the 
beauty and dignity of fine hard- 
wood paneling combined with the 
advantages of low-cost flexibility. 
If your office layout must be designed 
for frequent rearrangement, yet you 
want the warm beauty of real wood 
walls-——here’s your answer. Weldwood 
flush partitions give you good-looking 
natural wood plus /ow-cost movability. 
NEW OFFICES OVERNIGHT. Weldwood’'s 
unique metal key construction locks 
panels together quickly and positively, 
yet allows rearrangement in a matter of 
hours. Telephone and electric cables 
are concealed between panels; snap-on 
matching wood post cap allows instant 
accessibility. 

EASY DECORATING. Handsome birch, 
walnut and Korina® woods blend with 
any color and decorating scheme. Other 
fine woods such as mahogany, oak, 
elm, maple, etc., are available on order. 
LOW MAINTENANCE. Weldwood panels 
need only an occasional waxing to keep 
them looking fresh and new. 





Weldwood 


MOVABLE PARTITIONS 
A product of 
UNITED STATES 
PLYWOOD CORPORATION 


CUTS NOISE. Tests by Riverbank Acous- 
tical Laboratories show that Weldwood 
Partition Panels with their incombus- 
tible Weldrok® core provide a noise 
barrier twice as effective as a 2 x 4 stud 
partition with metal lath and plaster 
on both sides. 

LIFETIME GUARANTEE. All Weldwood 
Partition Panels are guaranteed for the 
life of the installation. 


SEND COUPON NOW for more informa- 
tion or call any of the 73 United States 
Plywood or U.S.-Mengel Plywoods 
showrooms, in principal cities. 






Illustration shows how metal keys 
slip into keyways to lock panel. 
Opening in key provides hidden 
space for B X cable. Spring clip 
on post cap snaps on, closing 
space between panels. 


Cutaway view of floor base 
assembly. Two leveling bolts per 
panel make adjustments easy. 











United States Plywood Corporation 
Weldwood Building, 55 West 44th Street 
New York 36, N. Y. MWM-7-54 


Please send me free literature on Weldwood Mov 
able Partitions and names of nearest distributors. 


(Circle 141 for more information) 
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How to convert street- 
into offices and 


by Henry A. Portong, Vice Pres., Everfast Fabrics, Inc. 








ee ace) with the in- 
creasing trend of our industry to move 
uptown and a decreasing amount of 
trafhc in our showroom, we decided 
to follow example and move uptown 
also. We surveyed the new area care- 
fully and we could find only one va 
cancy even remotely suitable for our 
own operation, 

The available space was a_ large 
street-level store and the floor above 
it. At first, we felt that there would 
not be sufficient privacy for sales areas 
or executive offices on the first floor. 
However, our architects, Beeston & 
Patterson, told us that we could con- 
solidate our operations in this space, 
that sufhcient privacy for the first floor 
could be achieved and, finally, that the 
very element we had been afraid of— 
the street level—could be utilized to 


advantage. Since the location was 
ideal, we proceeded with our plans. 

A series of small private rooms were 
created on the first floor by the use of 
walnut partitions. A cross-hatch grid, 
suspended from the ceiling above this 
area, houses a network of diffused 
lighting fixtures. The designers have 
managed to maintain the privacy of 
the Ist floor without blocking the view. 

We now find that the first floor loca- 
tion has become a distinct advantage 
to us. We display some of our fabrics 
near the front window and feel that 
we are accomplishing a more complete 
public identification of name with 
product. We leave the first floor fully 
lighted until eleven o’clock at night, 
so that transient traffic will have a 
chance to see our offices and identify 
our products. m/m 


Open-area desk space is an extension of the reception area. The large window facing the street has 
translucent drapes that can be drawn to block direct sunlight or to give privacy when required. 
The drapes on the right compose a display of the company’s products. 
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floor space 
showrooms 


The receptionist is located in a large open area 
that can be seen from the street. At night this area 
serves as an advertising display for passers-by. 





Office-showroom on the second floor has ceiling- 
high glass partitions, simple contemporary furni- 
ture and built-in cabinet space. Drapes can be 
drawn for privacy. 








Conference-sales room features walnut partitions 
that block the view (of this area) from the street. 
Suspended lattice-work houses lighting and gives 
the illusion of a lower ceiling. v 
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2 Safe ana SOUNC 


Attractive 


Can a noisy place of business be a good 
place of business? When machines clat- 
ter, telephones jangle and conversations 
bzzz, employees’ efficiency does a nose- 
dive. But Fiberglas* Acoustical Ceil- 
ings absorb as much as 75% of this 
distracting, fatiguing noise... instantly ! 
They pay for themselves many times 
over in fewer absentees, smaller turn- 
over, greater efficiency and morale. 


Just make sure you get the most effec- 
tive quiet .. . plus all the extra features 
that are yours exclusively in the largest 
selling fire-safe ceilings—Fiberglas 
Ceilings. 


investment in efhiciency 





Fiberglas Acoustical Ceilings 


absorb up to 75% of noise 


MAXIMUM Quiet: Fiberglas Ceilings 
are unsurpassed noise-absorbers. 
BEAUTIFUL: There's real eye-appeal in 
America’s most complete fire-safe line. 
Fiberglas Ceilings make rooms more 
modern, reflect more light. 

FAR SAFER: Triple proof of fire-safety : 
the highest ratings of the U. S. Bureau 
of Standards and Acoustical Materials 
Assn., and the Underwriters’ Labora- 
tories label service. Easily meet strict 
safety regulations. 

PERMANENT: Can't rot, absorb odors, 
support termites or fungi. 

LOWEST cost: Yes, the /owest cost fire- 


(Circle 142 for more information) 


safe ceilings! Easy to keep clean, too, 
and provide extra thermal insulation. 


Want to know more? Write for your 


free copy of the informative new booklet, 


“The Ceiling that Cuts Overhead.” 


Owens-Corning Fiberglas Corporation, 
Dept. 174-G, Toledo !, Ohio. 


*T. M. Reg. Owens- Corning Fiberglas Corporation 


OWENS-CORNING 


FIBERGLAS 


SOUND CONTROL PRODUCTS 
Textured, Perforated, Sonofaced*, Stria* Acoustical Tile 
+ Textured, Sonofaced Ceiling Board + Noise-Stop* Baffles. 
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Folding jobs 
that hands 
now do... 
this can do 
_ better! 
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Pitney-Bowes folding machines do 
vonders in cutting the cost of fold- 
‘ng bulletins, announcements, sales 
ietters...all the paper items that are 
now folded by hand in your office. 
Not only fold better... but also at a 
big saving! 

The model FH, for example, which 
costs less than a typewriter, has semi- 
automatic feed and is electrically 
driven. It can accurately double-fold 
up to 5,000 pieces per hour. Can 


‘ = 






<a ~~ ¥ 
Move indicator knobs to widths 
wanted... And it’s ready to go! 


PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc.... originators 
of the postage meter...93 branch offices 
with service in 199 cities in U. S. and Canada 


2 
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The FH costs less 





natyvpewriter 


single-fold or double-fold sheets when 
stapled together. Can make eight 
different folds, handling paper sizes 
from 3 x 3 to 82 x 14 inches. 

LiTTLe larger than a typewriter, it 
is light—can be moved about easily 
-and takes up little space. Anyone 
can operate it. 

To set it for a job simply adjust 
two knobs. (See illustration.) Easy 
as tuning your TV! 

Call the nearest Pitney-Bowes office 
for a demonstration, or send coupon 
for the free illustrated booklet. 


sheets per hour. 


PITNEY-BowEs, INC. 
4546 Pacific St., Stamford, Conn, 


, Send free booklet on 
Folding Machines to: 


I 
H 
I 
1 Firm 
I 

1 Address_ 


Name___ 








(Circle 132 for more information) 
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“FACE LIFTING’ converts retail store 


ning 
into street level offices 


idea 


mums Another approach to basic approach was to eliminate the 
the problem of using street level space street level feeling rather than integrate 
for offices is illustrated by the Kelle it as in the previous case of Everfast 
Fabrics. One small picture window is 
fitted with blinds to adequately protect 


the privacy of the office. The structure 


Crescent Company of Evansville, In- 
diana. A small building adjacent to 
their main quarters was acquired fon 
use as additional office space. Formerly was completely air conditioned and 
a retail store, the building was com- lighted with suspended fluorescent fix- 
pletely “face-lifted.”. A new, modern tures. The interior was sub-divided into 
brick front, designed to match the main private cubicles with 6-feet high glass 


building, covered the old exterior. The — and metal partitions. m/m 








OFFICES MOVED “AFTER-HOURS’ 
ning 


t-te Without interruption of business routine 





When the American the entire move was handled without 


Machine and Foundry Company any interruption of work or any extra 


moved into its new building recently, burden of labor by their employees. 


The plan shows the division of office space into four color-coded areas. All office furniture and equip- 
ment was tagged in red, green, yellow or blue, according to its final placement in the new office. 
This gave the movers a visual control and easy identity in routing each piece into the new quarters. 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW Banta m 10 





portable shredding machine ata especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 













YOUR PAPERS 
GO IN HERE 


FREE: Colorful, illus- 
- trated, descriptive 
folder, includes 10 DAY 
FREE TRIAL details. 
Write ‘‘SHREDMASTER 
BANTAM 10” on your 
letterhead or postcard, 
and maii today to: 


Jie SHREDMASTER 
EE orficvati av 
A Division of Self Winding Clock Company, Inc. 


199 Willoughby Avenue 
Brooklyn 5, N. Y. 


UNREADABLE 
SHREDS COME 
OUT HERE 








Priceless Security at Low Cost 

A new type of office machine, the 
Shredmaster Bantam 10 portable shred- 
ding machine, quickly and effectively 
destroys confidential office records and 
correspondence. You eliminate danger of 
vital papers falling into hands of un- 
authorized individuals. 

What makes the Shredmaster Bantam 
10 ideal for office usage is that it is at- 
tractive in appearance, quiet, compact, 
and streamlined. It plugs in just like an 
electric typewriter or adding machine, 
and is immediately ready to operate. 

Made by The Shredmaster Corporation, 
known throughout the world as the lead- 
ing manufacturers of shredding machines, 
the Shredmaster Bantam 10 can be oper- 
ated by clerks, stenographers, vr other 
office help. 

A Free Shredmaster Bantam 10 bro- 
chure is available without charge simply 
by addressing a letter or postcard to 

The Shredmaster Corporation 

199 Willoughby Avenue 
Brooklyn 5, N. Y. 














(Circle 123 for more information) 
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Offices moved “after-hours” continued 


The contents of 75,000 square feet 
of office space, located in three dis- 
tinctly separate office buildings, were 
moved into four floors of the new AMF 
building without any mishaps. 

The smooth transition was facilitated 
by trucks and 60 men of Sofia Brothers, 
Inc. Shortly after AMF employees left 
work Friday night, Sofia moved in and 
packed up the old offices. A few hours 
later the office was ready to be used. 
Desks, files and card cabinets were 
moved with contents intact, with not 
one card or letter out of place. 

All details were handled by the mov- 
ers. Rather than having to face the 
usual reshuffling of desks and chairs, 
employees found on Monday that they 
had all furniture in the right place. 

The movers, working from a floor 
plan, carefully tagged each item as they 
moved and placed them in their pre- 
determined positions in the new offices. 
A color-coded tagging system gave them 
visual control of each item’s place. 


Carpeting contrib- 
utes to efficient 
acoustical control 





When the Greenwood Mills, Inc., 
created an executive office in the midst 
of their general offices, the construc- 
tion was planned with surfaces of 
wood and glass, which would reflect 
sound, but absorb none of it. They 
had to keep out the noise of type- 
writers, business machines and _tele- 
phones which generally emanate from 
any large office area. 

Flooring expert William Gold rec- 
ommended carpeting (over a good 








YOU TELL US. 


This 
OFFICE-ette 
set up in 
minutes by 
one man — and 
a screw-driver. 





When it comes to planning your office, you're the one 
who knows who should sit where and how the space 
should be divided — but we're the ones who can 
provide the easiest, most economical and speediest 
way fo get all the separate offices you need. 


Standine 
Free— 
L ay 


PARTITIONettes! 
7 and OFFICE=-ettes* 


are the answer — office walls that are erected in 
minutes without any special labor...and with but 
one tool: a screw-driver, plus integrated modular 
desk units. 

















Once your office furniture dealer shows you how easy 
it is to divide office space the OFFICE-ette way, you'll 
immediately start planning for more space divisions, 
more separate rooms — rooms for all those in the 
office who need them, enclosures you've wanted a 
long time but hesitated to order because of high 
labor costs, painting and plaster mess and other 
installation headaches. 


We don’t have to tell you how important it is not to stint 
on partitioning — because of the part that separate en- 
closures can play in improving office comfort and efficiency! 
You just tell us what your office space division problems 
are and we'll show you how to solve them with the most 
ingenious, most versatile, best-desianed modular office 
partitioning system on the market today! 








tT. M. Reg., Pat. Pending. in steel or wood, with or without bandfrost or clear glass. 
*Licensed under DuPont Patent. In steel or wood. 


| OFFICE-ette dealers are trained by Arnot-James 


the technique of office space division the Arnot 
your office furniture dealer, or write 





AETNA STEEL PRODUCTS CORPORATION 
Jamestown, New York robes 1 


ARNOT- JAMESTOWN DIVISION 7¥ 
as 


(Circle 103 for more information) 

















PRODUCERS OF: The new Aret 
Partihen-ettes Arg? Functions! Office 
DO Farniture ; Hespitsl and Laboratory 
Equipment, Under-Counter Bank 


Frames; Kahr Bearings; Boyle Metal 
Otfice Partitions (Aetnawall) 
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RE OFFICE CABIN FTS OFFER cushion), since this would absorb 
yv \ eee about 90% of all floor sound, in ad- 


dition to as much as 43°% of the total 


<> K FT T t R VA | [ j noise in the area. 
\ . Thus, carpeting not only greatly 


aided acoustical control, but also en- 
hanced the appearance of the office. 


Easy maintenance 
with plastic-faced 
acoustical tiles 





The efhciency of acoustical ceiling 







material is generally impaired when it 
NEW! streamlined is washed or painted. The J. P. Stevens 
satin-chrome Company installed 110,000 square feet 


handles 


of a new sound-proofing material in 







their new office building that poses no 
such maintenance difficulty, 

Their acoustical ceiling represents a 
new concept in sound absorption. The 






ABINETS 


ARDROBE + STORAGE « COMBINATI 


tile consists of a plastic film stretched 
over acoustical fiberglass board. ‘The 
film serves as a vibrating drumhead 







and transmits sound waves into the 
acoustical material with a “‘noise-reduc- 


tion coefficient” equal to, or better 





etvice and performance. Have concealed than, other acoustical materials. The 


adily adjustable shelves without use of tc E J ceiling tiles can be dusted or washed 








without any lessening of efficiency. 
For more information, circle number 
185 on the Reader Service Card. 


Functional use 
of wall space 
with "peg-board" 











) 





cabinets Perforated wall board has been used 
J —* for some years as a functional and dec- 
_ files orative element in offices and show- 


rooms. Heretofore, small sections have 


Write for catalog and | A | £ STE F [ F Q lJ | PM F NT i | [.. Aurora, Illinois been used to hang pictures, shelves or 


name of nearest dealer : * 
displays. Now, office walls can be en- 








(Circle 101 for more, information) 
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tirely covered with perforated masonite 
board to attain a facility and variety of 
functional uses. 

By using attachments made to fit the 
holes in the board, all carpentry is 
eliminated in hanging shelves, cabinets, 
etc. An entire wall can be rearranged 
with a minimum of effort. 

The board can also serve as parti- 
tioning in open office areas. If acousti- 
cal control is desired in addition to the 
semi-privacy of partitions, insulation 
can be mounted between two sheets of 
the wall board. 

For more information, circle number 


186 on the Reader Service Card. 


Paint dries 
hard in 
20 minutes 





A new, enamel-type coating, when 
applied to floors, walls or machinery, 
will dry to the touch in 20 minutes. 

The product can be applied to wood, 
concrete, terrazzo, magnesite and mo- 
saic tile floors and walls or, with proper 
primer, to metal. It dries to a very 
tough, wax-like gloss. The finish is un- 
affected by cleaning compounds, soaps 
and detergents and resistant to grease, 
oil, gasoline, alkali and salt water. 

It is available in black, white, clea1 
and five colors. The paint can be ap- 
plied with a brush applicator or rolle1 
in either a glossy or “non-slip” formula. 
The cost averages 214¢ per sq. ft. 

For more information, circle num- 
ber 169 on the Reader Service Card. 


july 1954 





R. V. STRICKLER, Pasadena, Calif. 
wins FIRST PRIZE in 
*“3M” Win-A-Mercury Contest! 






MEET THE WINNERS 


in the big ‘‘3M’’ Photo-Offset Plate Contest 















ee * 
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2nd Prize (+5002 Cash) 
ALBERT PETRENAS, 
Colorado Springs, Colo. 


$100.00 PRIZE WINNERS: 





William J. Kotzwinkle 
Scranton, Penna. 





Peter G. Dounis 
Washington, D.C. 


Andrew W. Coder 
Manhattan, Kansas 


Sidney T. Clarke 
Hamilton, Ont., Canada 


Raymond J. Reichert 
Baltimore, Md. 





€ % 
W. B. Onley, Jr. 
Owensboro, Ky 





Edward Michel 
Milwaukee, Wisc. 


C. G. Eastman 
Minneapolis, Minn. 


PHOTO-OFFSET PLATES 


WORLD’S LARGEST SELLING PRE-SENSITIZED ALL-ALUMINUM PHOTO-OFFSET PLATES 


Willard R. Anders 
Portland, Oregon 


E. Rosemary Kaye 
Fargo, N. Dakota 


Try “3M” Plates yourself—find out how 
these winners achieve their top quality 
results. There is a dealer near you. 


se 20, 
The term ''3M”' is a registered trademark of Minnesota Mining and Manufacturing Co., St. Paul 6, Minn. General Export: 122 E. 42nd St., New York 3M 
17, N.Y. In Canada: London, Ontario, Canada. 
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SAVES HOURS 


RETYPING 
TIME! 


HUNTER 
G 
TO-COPYIN 
La PHO ACHINE 


makes clear, exact 


soc in seconds— 
copies P nr 10¢ each 


| Frees your secretary from time-con- 
suming retyping so you can get more 
work done. Copies in 45 seconds what 
takes her up to 25 minutes to type. 


| Makes exact, legible and legal 
copies of letters, memos, price lists, 
contracts...any written, typed, 


printed, drawn or photographed ma- 
terial up to 12” wide, any length... 
transparent, translucent or opaque. 


Compact—Complete—Low Priced 


Occupies little more desk space than 

a typewriter. Complete, self-contained 

' unit. Exposes, develops and prints in- 

ternally — no darkroom, trays or run- 

ning water. Takes no technical skill to 

i operate. Costs $395 complete — makes 

| copies for 10¢ each. Mail coupon for 
. complete details. 


Free Sample Portfolio 


Heccokwik copies 
of typical business 
letter, legal docu- 
] ment, drawing and 

photograph, de- 
scriptive pamphlet 
pe and name of near- 
est dealer, Write: 





| 
i 
é 
4 


HUNTER PHOTO COPYIST INC. 
527 Spencer St., Syracuse 4, N. Y. 


Please send free sample portfolio and 
complete information on the Hunter 
Heccokwik Photo-Copying Machine. 


RE eS ai seer eae Sa ee 


Address 


Se ee 
—. tt fe 


City. Soe one ee | 
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Why the Lorain Works 


is the ‘safest plant 


in 


by George H. Reilly, General Supervisor of Safety 


Editor's Note: The big, 12,000 worker 
plant of U. S. Steel's National Tube Divi- 
sion in Lorain, Ohio, has repeatedly been 
recognized for safety accomplishment. 
Recently they received the presentation 
of the National Safety Council's Award 
of Honor, top industrial safety award, for 
outstanding performance in the field of 
safety. 


eu Safety is a lot more 
than absence of accidents. It’s a frame 
of mind, a_ working — philosophy. 
There’s no short cut, no panacea, for 
achieving safety. The whole secret is 
diligent attention to details. You have 
to set up a complete, well-rounded 
safety program and then work stead- 
fastly at it. 

Here is how the job is done at 
Lorain Works: the essential ingredient 


is good housekeeping. Without it, you 
just don’t have a safe place to work. 
Housekeeping is a three-step job funda- 
mentally. 

1) There must be a place for every- 

thing and everything must be in its 

place. 

2) All areas must be cleaned up— 

and kept clean. 

3) There must be regular removal 

of accumulated rubbish, debris and 

scrap. 

There’s a lot more to this business 
of housekeeping than just not having 
rubbish around for a worker to trip 
over. A clean, orderly plant makes a 
positive contribution toward employee 
morale. Where strict attention to 
plant housekeeping is exercised, em- 
ployees are far more receptive to the 
entire idea of safety. 


Safety sign at Docks Department reflects management's safety awareness. 





the country 


Zone housekeeping at Lorain 

There's an elaborate program set up 
to insure good housekeeping. The 
plant is divided into zones, each of 
which is inspected twice monthly by 
an inspection group comprising two 
supervisors and the zone foreman. 
Complete inspection reports are sub- 
mitted to the department heads whose 
areas have been inspected, to each 
member of the committee and to the 
plant’s department. Within 
seven days the department head advises 
the safety department, in writing, of 
the disposition of any violation of the 


safety 


principles of good housekeeping noted 
by the inspection group. An ensuing 
trip by the inspection committee is 
made in the same zone to give the 
members an opportunity to see that all 
corrections have been made. Elaborate 
“follow-up” machinery, before - and- 
after photographs and a lot of other 
steps are taken to insure that this in- 
spection program accomplishes the de- 


sired goal. 


Concentrate on all accidents 


You are missing the boat if you con- 
centrate on the major accidents only. 
We operate on the premise that all ac- 
cidents are much the same and the 
only real difference between a “near 
miss” and a fatality is a matter of de- 
gree. In other words, the falling ob- 
ject just misses a workman instead of 
falling six inches closer to him where 
it might have struck a crippling or a 
fatal blow or the flying chip strikes 
the worker on the cheekbone instead 
He should have been 


wearing goggles, of course, but “they 


of in the eye. 
were pushed up on his forehead at the 
time.” 


The program at Lorain Works Is set 


methods 








Form LP115 


NATIONAL TUBE COMPANY 


action as the facts warrant. 


Employee: . 


Possible results and injury involved in practice: 


Issued by: 
Signature 





UNSAFE PRACTICE REPORT 
‘This report is made and issued in the interest of safety in protecting you and your fellow-workers from 
injury. Remember, only safety-conscious workers are desired at Lorain Works. This report is 
recorded. Repetition of unsafe practices may result in this warning being followed by such disciplinary 
Date , Time , P.M. 


Name Clock No. 
You were observed committing the following unsafe practice: 


Copies: 1 to Employee, 1 to Department Superintendent, 1 to Safety Department 


LORAIN WORKS 


A.M 


Occupation Department 


Position Department 








up on the conviction that to success 
fully reduce all accidents, reduction 
first must be accomplished in the 
minor accidents. Then the more seri 
ous accidents will take care of them 
selves. On that basis, there is a hard 
and fast policy that every injury, no 
matter how slight, must be reported. 
Fach day’s performance is carefully re 
viewed and every accident investigated, 
Fach day’s experience is plotted on a 
graph and positive steps are taken to 
conditions 


correct unsafe acts and 


which contributed to the accident. 


indoctrinate new employees 

Like every other well-rounded safety 
program, there is a lot of attention 
paid at Lorain Works to the matter ol 
indoctrination and training. Since 
many new employees are from farms 
and small towns, they are entirely with 
out industrial background. There is a 
double-barreled purpose in the indoc 
trination effort. One is the obvious 
purpose of teaching employees such 
basic things as how to lift properly and 
other precautions to work safely. Con 
currently, we try to acquaint him fully 
with his company and the importance 
of what it does. “his gets back to the 
“salety is a frame of mind” idea again, 
because an employee who is proud of 
his company is a part of the organiza 
tion and his state of mind is conducive 
to safety. 

One phase of the training safety pro 
gram is to develop in the minds of the 
new employees—and to keep the 
thought uppermost in employees’ 
minds as they become long-term work 
ers—an awareness of the importance of 


wearing eye protection and other safety 
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equipment. “Safetygrams,” twice week 
ly safety reminders which are placed 
on bulletin boards and otherwise dis 
tributed throughout the plant, often 
feature case histories in which a man’s 
sight was saved by safety glasses. Safety 
shoes and other apparel and devices 
are exhibited and their uses are ex- 
plained during the indoctrination. 
The new employee then is given an 
opportunity to visit the Safety Shoe 
Store where he may purchase, on the 
payroll deduction plan if he so desires, 
a pair of carefully fitted safety shoes. 
Lorain Works has had excellent re- 
sults in this shoe program and a con- 
stant selling job is done to insure its 
continued success. At present 88° 


aT 


Safety shoes are worn by most employees. 








THE SUGGESTION BOX... by Ajax 








“Do we have anyone named Ajax?” 


Complete drinking water service, 
including AJAX or AERO Paper 
Cups and dispensers, improves em- 
ployee morale because it provides 
clean, sanitary, comfortable and 
DISPENSERS 


AJA CUP FILLERS 


UNITED STATES ENVELOPE COMPANY 


‘ 1h General Offices: Springfield 2, Mass. 
Ne 15 DIVISIONS FROM COAST TO COAST 


y On a modest scale... 


This S-103 Mailing Scale does its job quickly 
and efficiently, making modest postage savings 
every day that add up to a surprising total in a 


natural drinking facilities . . 
down absenteeism because it re- 
duces the hazard of transmitted in- 
fection. Eight out of ten people 
’ prefer it. Ask your paper merchant. 


| AJAX® > ~~ AERO® 
© PAPER CUPS i =~ ¥ WY 


. Cuts 





Also COLUMBIAN and 
PEERLESS Fiat Cups 
It pays to deal with the 
distributor who carries the 
complete line of paper wa- 
ter drinking cups. Ci-M 
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year. A truly precision scale, it never exaggerates 
letter weights, wasting your postage. Never lets 
your mail go out with insufficient postage, 
causing annoyance, creating ill will with “Postage 
Dues.” Its automatic pendulum mechanism is 
extremely accurate, fast-acting. The hairline 
indicator registers instantly, exactly. The large, 
wide-spaced markings are easy to see, save time 
in mailing... Ask for a demonstration of PB’s 
full line of mailing scales. Special models for 
parcel post. Or send for a free illustrated booklet. 
FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
Mailing Scales 
+ PITNEY-BOWES, INC. 

1580 Pacific St., Stamford,Conn. 


Ss) 


Originators of the postage meter 
«+ Offices in 93 cities 
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Rising 
LINE 
MARQUE 


25% RAG CONTENT 


Possesses Old 
World beauty in 
a laid writing... 
yet you pay no 


extra premium for 
this 25% Rag 
sheet. 







|... for Fine Paper 


at its Best! 
a : ‘ ' 7 : & ; ! 
RISING PAPER CO. + HOUSATONIC, MASS. 


(Circle 122 for more information) 









. yGH! 









ON THEBOTTIOM” 
unit, old. style Filing folds 


oR - 


“GLIDE EM AT 


EASIEST 


Oxford Filing Supply Co., inc 
88 Clinton Road, Garden City, N. Y 
Please send free Pendaflex catalog to 


NAME 





STREET 








city 
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NATIONAL TUBE CO 


Sap 

LORAIN WORKS / , ery ofety 
, 

NS &, 


wr, J. J, Thompeon May 1, 1953 ae 


Divieion Superintendent 
Maintenance Departeent 


Dear Sir | 


Lest Year's Lost Time Accident Occurring To 
Réward Holley, #32814, Crane Operator 


You doubtlessly recall the accident which occurred to capti 
employee last year about thie time. While no one likes to rq 
unpleasant events we are eure that your organisation will apg 
ate a tisely reminder of this occurrence. 


At the investigation, the attached recommendations to preven 
reoccurrence, were advanced by the committee. 


May we suggest a review of the facts surrounding the acciden 
gether with a check of the recommendations, to make sure tha 
are being carried out and that we are oot similarly vulnerad 
another euch occurrence, 





Thie letter ie meant to be informative and no reply ie requi 
Youre wery truly, 
le y & / 
rHerge wT WK pote | } 
[ ¢ 

Céuerd Supervisor, Safety 
| Attachment 1 | 
ce Messrs. Robert Urquhart 
| 


L Fr. Sattele 
D. Hobby 


ro 


* This has been done, 


1S RECOMMENDED THAT 


Reinstruct loc 
certain that th 









d be dlocked.* 





Reinstruct locomotive crane operators to move the crane only | 
upon @ Signal from the crane pilot.*® 

Publicize the tacts 
crane operator na 
with the hazer 
eary precautions and 
procedures,° 








Follow-up reminder to Department Head assures compliance with safety recommendations. 


the employees wear safety shoes. Cases 
ol workers who “just happened” to 
have on their safety shoes when mow 
ing the lawn at home and getting then 
foot caught in the lawn mower are fre 
quently reported. A serious potential 


accident was averted. Another re 
port was that of a company doctor, a 
regular wearer of safety shoes, who 
dropped a 15 pound piece of medical 
equipment on his foot and escaped in 
jury. The program has resulted in an 
appreciable improvement in the num 
ber of foot accidents. 


\ vital phase of the training pro 


gram is handled by supervisors who are 
given periodic training in how to in 
still safety skills among their workers. 
When a worker is spotted committing 
an unsafe act, the supervisor acts im 
mediately to eliminate the probability 
of a future accident. He sees to it the 
man stops the act; explains to the 
worker what he did unsafely and why 
it is unsafe; he demonstrates the safe 
way to perform the job and then is the 
while the 
strates back to him the correct way to 
do it. 
quently to make sure the job is being 


audience worker demon 


The supervisor checks back fre 


Twice weekly these ''Safetygrams’’ are placed on all company bulletin boards, 


thm Tom cme 
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performed in the prescribed manner. 

Our entire program is based on the 
observation of a period of years that at 
least 85°, of all accidents occur be- 
The other 
15°) are attributable to mechanical 


cause of unsafe practices. 


failure or to the absence of protective 
devices. “The basis for safety at Lorain 
Works is that the answer to accident 
elimination lies in the workers’ atti 
tudes and their state of mind. The 
greatest problem in industrial safety, 
we believe, is to get men to know and 
realize that their greatest dangers are 
within themselves—not outside. Some 
workers and even some supervisors 
admittedly are slow to warm up to that 
viewpoint. ‘This doesn’t mean they’re 
necessarily hard-boiled or uncoopera 
tive—they simply don’t see the light. 
We believe it’s our job and that of 
every supervisor in the plant to get 
workers to gain and hold the right 
viewpoint. ‘That business of changing 
viewpoints, like eliminating accidents, 
is a difheult but worthwhile job. 


Top management support needed 


One final word: No safety program 
can succeed without active support of 
top management. ‘This has to be more 
than lip service and lukewarm endorse 
We have, at 
Lorain, the positive and emphatic sup 


ment of safety programs. 


port of General Superintendent Robert 
Urquhart. An indication of how im 
portant Mr. Urquhart regards the mat 
ter can be tound in the fact that he 
himself takes turns on the roving safety 
inspection teams. 

Also indicative of his interest, Mr. 
Urquhart hold a daily luncheon meet 
ing for the top 35 members of his top 
supervisory staff. The “kick-off re 
port every day is the safety report in 
which | give a thumbnail picture of 
vood or bad developments during the 
past 24 hours. You can be sure that 
there’s some very direct discussion in 
volving the department head most 
closely concerned when this report in- 
cludes an accident of any consequence. 
Mr. Urquhart’s philosophy is clearly 
expressed in one of the many large 
posters appearing 
plant. ‘The poster states, very directly 
and without equivocation: “We _ re 
quest that all employees of this depart 
ment consider safety ahead of produc 
tion at all times.” m/m 


methods 


throughout — the 








Specially designed stapler 
for booklet binding 


\ new “saddle” stapler comprises the 


operating mechanism mounted ona 


spec ially-formed saddle base with the 
clincher at the peak of the saddle. ‘The 
back of the base is curved so that wide 


pages will roll up, permitting the stapling 


of pages up to 12” in width. It loads easily 


” 


with a strip of preformed staples with 1 





legs, and will staple booklets of 8 to 128 


pages of medium weight. stock. 
The tront of the base is equipped with a 
rubber foot to protect the desk and keep 


the machine trom sliding. 


For more information, write to Bostitch, 
1019 Mechanic Street, Viesterly, R. 1.: 0 
circle number 190 on the Reader Service 
Card. 


Lew-cost portable 
photocopying machine 


\ low-cost: portable photocopy machine 
is especially designed for department-to-ce 


partment use, branch ofhces, periodical 


users in all business fields or the individ 


ual who requires a portable photocopy 


machine that can be carried to the work 


source to make copies on the spot. 
The new photocopying machine is light 


and compact, can be moved right to the 


work, no matter where it is and, by merely 
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plugging it into any electrical outlet, it is 
ready for operation. 

In its carrying case, the portable ma 
12” and 


chine measures only 17” x 11” x 


weighs only 24 pounds. 


17” 


{> Can be 


\ finished copy, 
up to 11” x made by an in 
experienced operator in 45 seconds. 

For 
can Photocopy Equipment Company, 1920 
W. Peterson Avenue, Chicago 26, Ill.; 0 
the 


more informaiion, write to Ameri 


circle number 173 on Reader Service 


Card 


New AC phone amplifier 
doubles as an intercom 

\ new telephone amplifier has been de 
veloped which works on any AC electric 
Lhe 


amplifies telephone conversations with a 


outlet. instrument picks up and 


sensitive volume control designed to meet 
varving requirements. 

The purpose of this electronic device is 
to allow a person to carry on a telephone 
without 


conversation holding the phone. 


\ person can get up and move about the 





and 


room and be heard distinctly 


othce o1 
with true voice fidelity. 

\ new design coil eliminates leed-back 
Phe instrument can be used for continuous 


or intermediate operation. Unlike battery 


sets, it can be used as an intercom. 
For more information, write to Almy 
Hayden-Maxwell Company, Dept. RM, 


58 Washington Street, Marblehead, Mass.; 
2 Reade? 


or circle number 172 on the Service 


Card 


as te 


Mechanized lectern adjusts 
to height of speaker 

\ speaker can raise or lower a lectern 
to the level that best suits him by the flick 
switch. 


of a The microphone, lamp o1 


other equipment move up or down as the 


R94) Ka) LA 


Exert 
oflice 
They 
stop, 
Your 
will 
what 


particular needs. 


GEORGE B. GRAFF CO, 
54 Washburn Avenue 
Cambridge 40, Mass. 
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PROJECTING 
SIGNALS 


Cellugraf : 


TRANSPARENT 
SIGNALS 


for “‘visible’’ systems 





system with 
never forget. Always there to 
start, check, alert. 


office supply dealer 
be glad to explain 
they can do for your 


Keep BUSINESS 


new control over any type of 
Graffco Signals. @ File is ALL ALUMINUM, acid treated to pre- 







and MAPTACKS 





Finger Tip 
DESK FILE 











@ ADJUSTABLE DIVIDERS rest in corrugated 
strip in channel on each side, and can be 
spaced as user wishes. As many as 20 Dividers 
can be used. 

@ Each Divider has LUCITE LABEL HOLDER 
ready for insertion of identification tabs. 

@ IN ADDITION TO PAPERS—file will hold 
Ledgers, Reference or Telephone Books, Cata- 
logs, Magazines, 





vent smutting papers or hands. Permanent 
satin finish. 

@ RUBBER CORNER CUSHIONS prevent mar- 
ring of desk, and keep file where wanted. 

@ SIZE 9 x 13 x 9!/."" high. 


s ONLY $4.75, including 8 Dividers; 
additional Dividers 20c ea. 
a See Your Dealer or Write: 
SIGNALS 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 


Under Control 
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fol 


Account 60 days overdue, next 


This account is inactive 
Better check. 

Letter written, follow-up on 21st. 
Long overdue 
Account 30 days overdue, no col- 
lection effort made. 






highlight vital 


SIGNALS 








facts 


ata glance 


low-up on the 27th 
why? 


in attorney’s hands. 





VICTOR) 
tig 





315 FOURTH AVENUE 


(Circle 






[sens 
ACCOUNTS: RECKIVABLE 





VICTOR VISIBLE SAVES CLERICAL TIME AND SPEEDS 
EXECUTIVE DECISION. Saving of over 50% in cler- 
ical time can result when records are transferred 
from blind filing to Victor Visible. And signals on 
the visible margins flash important facts and 
“out of line” conditions instantly. 

Victor Sectional Visible is the only visible rec- 
ord that you can expand section by section as your 
records grow. 

Speeds up stock, sales, payroll and many other 
records. Your present cards can probably be 
adapted without retyping. Write for the name of 
dealer nearest you. 


VICTOR SAFE & EQUIPMENT PRODUCTS 


NEW YORK 10 


Remington. Far. 


120 for more information) 
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ce } 47 DIFFERENT DESKS IN ONE—engineered to give 


custom-fitted service to every kind of executive 
or staff office function. 


VARYING requirements of administrative, finan- 


STREAMLINER cial, sales, 


personnel, or production executives 


are as readily accommodated as the complete 
DESK range of specialized staff operations, from secre- 


tarial to clerical duties. 


1. Pedestals provide the facilities 
needed by the individual worker. 


2. Pedestals are interchangeable. 


3. Drawers may be fitted with a wide 
range of functional aids—letter or 
legal files, card files, document cases. 


4. Convenience tray, center drawer, 
preserves order among small supplies 
and accessories. 


5. Automatic positive locking mech- 
anism. 


6. Drawers ride smoothly, quietly, 
on Nylon glides; deep file drawer has 
progressive roller suspension. 


7. Choice of standard colors and new 
decorative tones; two-tone effects if 
desired. 


8. Legs or island bases; height adjust- 
able. 


9. Sound-insulated. 


10. Typewriter models have new 
G/W Arc-Swing mechanism—for ease, 
speed, efficiency. 


DEMONSTRATE these features to your- 
self; find your dependable G/W dealer 
in your classified ‘phone book, listed 
under “Office Equipment.” Business 
request brings prompt information— 
Dept. 7-M. 











Office Equipment, Systems 
and Visible Records 
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ry 
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Cincinnati 12, Ohio 
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lectern is adjusted for the desired height. 

The standard model measures 24” across 
the front, 20% deep and is adjustable in 
height for a range of 8” from a height of 
38” to 46” 

For more information, write to Detroit 
Lectern Company, 14130 Harbor Road 
Detroit, Mich.: or circle number 1700 on 
the Reader Service Card 


Manuscript length quickly 
computed with new instrument 

\ new instrument rapidly counts chat 
acters in a typed line and measures co! 
umns of type, galley and cuts. It has a 
double-dial indicator, eraduated in’ inches 
and picas on one side and inches and 
agates on the other. When the counter’s 
wheel is run up the pages or columns, 
the leneth in inches or total number ol 
typed lines is indicated on the dial. You 
can quickly estimate the total characte 
count im oan item: or manuscript, from 
which the number of typed lines can be 
determined. Also, an edited or deleted 
article can be quickly and accurately 


character-counted by using the instrument 





on each line, skipping over the deleted 


words, sentences or — paragraphs. The 
counter keeps a running character count 
throughout the line. 

For more information, write to Arthw 
H. Nellen, Jr., Box 106, Broomall, Pa.; 01 
circle number 193 on the Reader Service 
Card. 


Booklet explains best 
use of storage facilities 

\ new booklet tells how to survey your 
storage requirements and to lay out ston 
age facilities and stockrooms. ‘The illus 
trated booklet is intended for those who 
plan, buy or use storage equipment and 
shows how to make more efficient use ol 
space and personnel 

kor a_ free copy, write lo the kquipto 
Division, Aurora Equipment Company, 422 
Cleveland Avenue, Aurora, Ill.; or circle 


number 176 on the Reader Service Card. 





HAVE YOU HEARD ABOUT . .. HAVE YOU SEEN 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 













CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


secord storaae 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shippec 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-M 


(Cirel 


Canton 6, Ohio 


146 for more information) 















No USE 
LOOKING, 
A OSCAR u. YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 


“OUTLOOK’ 









A 


PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 


lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
‘mproves personnel rela- 


tions. 


Send for Samples 
and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 
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ADVERTISING INDEX 


Addo on ae Au Ree 
All Steel 7 peal i _ Inc, 
Amer ican Lithofold Corp. 
Arnot- Jamestown Corp. 

Avery Adhesive Label ‘Core. 


Charles Bruning Co., Inc. 


Ad 


Burroughs weet 
Calculagraph Co. 

Convoy, Inc. 

Ralph C. Coxhead wore 
Evans Specialty Co. Inc. 
The General Fireproofing Co. 
The Globe- Wernicke Co. 
George B. Graft Co. 

The Haloid Co. 

Hunter ent: Copyitt tee, 


Imperial Desk Co. 


K 
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ADDO-X puts your 


figures in order 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U.S. Distributors; Addo-X Adding Machines 
Multo Calculators —Roneo Mimeo Machines 


(Circle 100 for more information) 


Ana there’s nothing like the 
new ADDO-X... with the 

plus feature SML* . . . to handle 
them for you with speed, 
accuracy and complete 


simplicity. But that’s not all! 


The exclusive STEP-O-MATIC 
LEVER makes the ADDO-X 
a calculator as well... when 


used for multiplication. 


This... plus ADDO-X’s sym- 
metric keyboard and precision 
built mechanism . . . makes 
ADDO-X the most advanced 
adding machine in 


the business machine field. 


Write for new illustrated folder 


and full details. 


*STEP-O-MATIC 
MULTIPLIER LEVER 
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Aéceptance under Section 3 
Management 


Published by 
MANAGEMENT MAGAZINES, INC. 
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141 E. 44th St., New York 17, N, Y. 
Se COMPACT—Space-saving Micro- ©. 
Twin is safe and comfortable to 4 
operate on a table or with attrac- TO 





tive desk-high matching stand.* 
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RECORDER + READER 
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Here is a unique combination microfilm recorder FAST— New ge eters handles - 
. . . . N ntermixed doc ents <% to- 
and microfilm reader within the reach of all! sabe der hag locum Sere 
matically and accurately as fast = 


The new Micro-Twin with 37 to 1 reduction ratio as the operator can upply them. 


(available with 24 to 1 reduction for hard-to-read 
material) provides 8-mm. photography on 16-mm. 
film for maximum film economy .. . handles 
documents up to 11 inches wide .. . records fronts 
and backs simultaneously, or fronts only. As 
many as 74 check-size or 29 letter-size documents 
can be recorded, complete, for just one cent! 


Now, you can benefit from modern microfilming. 


Meet the new Micro-Twin personally at your — . 

nearest Burroughs branch. Burroughs Corpora- EASY VIEWING — Wide-vision 

tion, Detroit 32, Michigan reader shows sharp images, actual 
, Dery + € . 


document size, and produces dis- 
tinct, full-size facsimile prints. 


wit E>» ‘*Arvailable as an optional feature. 
tte. 
> 
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SIMPLE—Locate documents 
quicker than ever with exclusive 
indexing meter — provides 999 
index points per 100 feet of film. 


Wherever +honoe busupess 
theres Burroughs 


Burroughs 


SOLD AND SERVICED BY 


Belle Howell Burroughs 


MICROFILM EQUIPMENT 
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